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PKEFAdL 

^HE rules in this Code describe the accounts maintained in 
^ respect of public works transactions, the principles on which 
they are based and the procedure to be adopted in their mainte- 
nance. They supersede the rules j^hat respect as given in (i) the 
Public Works Department Code (edition of 1908) and (ii) the 
Government of India, Finance Department letter No. 168j2-A., 
dated the 1st October 1918, regarding the revised system of Public 
Works Accounts. 

2. Subject to the provisions of Chapter 1. — “ Extent of Appli- 
cation,” the rules in this Code can be amended and revised by the 
Auditor General who wiU welcome any suggestions for amendment 
that are made for his consideration by local Governments and 
Audit OiSicers. As the Auditor General would ordinarily desire 
to know the opinion of the Accountant General on any suggestion, 
it will be a convenient arrangement if the provindal Government 
will communicate its suggestions to the Auditor General throogh 
the Accountant General, and if an adminfefacation under the diier^ 
control of the Cfeiifacal Government will send su^estions through 
that Gdteritoent together^T^ a copy of the views of the Account- 
ant Gaueial concerned. 

3. An explanatory memorandum indicating the authority that 

may amend each rule in the Code will be furnished to all local 
Governments and Audit Officers. t 

M. F. GADNTLETT, 

Auditor GmefoL 

N'ovemb&r 29Ai 1921. 




TABLE OF CONTENTS, 


Pa£&gxai|]ih. 

CHAPTER I— EXTENT OF APPLICATION . . , . 1 

m 

CHAPTER n.---DEFINITIONS 9 

CHAPTER III.— GENERAL OUTLINES OF SYSTEM OP ACCOUNTS. 

A. OLASsmoATioN OF Tbansaotions 81 

B. System op Aocotints 93 

CHAPTER IV,— RELATIONS WITH AUDIT. 

A Genbeal '95 

B. DivisionaIi Aooodotot 93 

C. A^BIT iNSPEOSIOSiB . , . 104 

IX OP SANonojrs to Atroir 105 

E. Rbsttlts op audit . , . 106 

CHAPTER V.— APPROPRIATION, 

A Inteoduotoby . . 110 

B. Gbants and thbib Disteibution . Ill 

C. Grants fob Expenditube in England 118 

D. Watching op Actuals * . . . • 123 

CHAPTER VI.— CASH. 

A Inteoductoby 126 

B. Modes op obtaininq cash peom Tbeasceies— 

L General 129 

IL Monthly Estimates of Receipts and Expenditure . , , . ‘ 135 

IIL Limits on Subdi visional Officers’ Dravrings 136 

rv. Cheques 

0. Rtoeipt op Money— 

I Account Procedure * 144 

11 Disposal of Receipts . . . . , . . . • .147 

D PAYMENTS — 

I StmSnGT of Paymeafc . » « - . . . . . 148 

n. Vbtich>^ ^ , 151 

E. RbMITTANOES to TBEAjSUBIES 166 

F. Cash Accounts — 

1. Cash Book — , 

(o) Upkeep , . . ■ . ’ . . 16« , 

(6) Balancing ...... ... 158 

(e) Eeotifioation of Enrols 160 

{d) Verification . . ....... 160 

IL Imprest Aoooont 168 

EDL Temporatj Advance Aoconnt . 167 

Q. OHB^trii Boqbes a*d Books . 168 



p w > 


22 


TABIiB OB CONTENTS. 


CHAPTER VII— STORES. 


Paragraph 


A. Intbodxtotoby .... 

B. Stock— 

I General . . * , 

n. Quantity Accounts — 

, (a) Receipts 

(6) Issues .... 

(c) Monthly Abstracts of Receipts and Issues 

(d) Half-yearly Balance Return 

(e) Corrections 

III, Value Accounts — 

(а) Payment for Stock Received 

(б) Recoveries for Stock Issued — 

(i) Issue Rates 
(it) Mode of Recovery 

(c) Valuation of Quantity Accounts 

IV. Half-Yearly Register of Stock . . 


VI. Stock-taking .... 

VII. Rectification of Accounts . 

0. Tools anh Plant — 

1. General 

II. Numerical Accounts — 

(а) Receipts .... 

(б) Issues . , , . 

(c) Registers of Tools and Plant 

m. Payment for Supplies 
XV. Recoveries — 

(а) For use of Tools and Plant 

(б) For Sales and Transfers 

V. Verification ...» 
VI Rectification of Accounts 
D. Road Metal — 

I Quantity Accounts , 

II. Rectification of Accounts . 

ITT. Schedule of Rates 
rV, Charges for Quarries 

E- Material Ohabged to Works 



171 

177 

179 

181 

186 

189 

190 


195 

196 

197 
200 
207, 
20 ^ 
212 

216 

219 

220 
221 

225 

226 
229 

233 

235 

237 

238 

239 

240 


. CHAPTER VIII.— TRANSFER ENTRIES 

CHAPTER IX.— REVENUE RECEIPTS. 

General 

Ibbioatiob REVsamE Collected in Civil Department . 
Rents oe BcriLDiNtffi and Lands — 

I Deiojmds and Recoveries— 

(d) From Private Persons . . , , , 

(6) ‘EVcim Government Servants and Pensioners 

BxFtjNDS Airo Remissions * * 


241 

248 

252 


263 

254 


262 


TABLE OF CONTENTS. 


B. Aocoukts Pboobdube — 

L Begisters of Bevenxie 
n. Begister of B^ts « 


Pajragiaph. 


CHAPTEB X.— WOBKS ACCOUNTS. 

A. GbNEBAI. PEmCttPLBS ' . 

B. 'Cash PAYMEifTS — , . . 

L Introductory 

II. Payments to Labourers — 

(a) Departmental Labour ...... 

{b) Labour engaged through a Contractor 

III. Payments to Suppliers and Contractors — 

(а) Record of Measurements — 

(i) Measurement Books . . . . . 

{ii) Detailed Measurements . . . . . 

(Hi) Standard Measurements . . . . 

(tv) Review of Measurements .... 

(б) Bills and Vouchers — 

(i) Forms of Bills and Vouchers . . . . 

(ft) Preparation, Examination and Payment^ofjBiJls 

(c) Aid to Contractors ....... 

IV. Payments to Work-charged Establishment — 

(a) Conditions of Employment 

(b) Pay Bills ' . 

(<j) Unpaid Wages . . . . . 

(d) Travelling Expei;iiasis , - .-i 

(e) Classification Charge . . * . . . 

0. ISStTBS OF ' ► 

(a) General Conditions 

(b) Accounts Procedure 

(o) Return of Surplus Materials ..... 

(d) Tools and Plant lent for use .... 

III. Direct to Works — 

■ (a) Detailed Accounts of Materials Issued 

(b) Disposal of Surplus Materials 

(c) Verification of tlnused Balances .... 

D. ^jtrsTJpnra 
B. WoBKS Abstoacts^ 

I. Introductory . - . . . - . . 

II. Gassification and Record of Final Charges — 

(a) Major Estimates . . . - , . . . , . . 

(b) Minor Estimates . ’ . . . ‘ ‘ . 

III. Suspense Accounts — 

(a) General 

(b) “ Materials ” Account . . . . 

(c) ** Contractors ” and “ Labourers ” Accounts 

IV. Liabilities Awaiting Incorporation . ' . , > . . 

, . . V. Record of Progress 

VI. j^paration. Completion and Disposal of Works Abstracts 


IV 


TABLE OF CONTENTS'. 

Paragraplu 


F. Begisteh op Wobks — 

I, Forms of Registers of Works and their Preparation • . , . 354 

II. Examination by Divisional Officer 366 

III. Closing the Accounts on Completion of Work — 

(a) Settlement of Liabilities and Assets and Clearance of^Suspense 

Accounts * • . . . , , , . , 36T 

(d) Closing Entries and Review of Expenditure , . 362* 

(c) Excesses over Estimates — 

(i) Excesses passed by Divisional Officer • . , . 363‘ 

(n‘) Completion Reports and Statements .... 364 

IV, Correction of Errors after Closing Accounts 365 

Y. Schedule of Rates $65 

G. Contractors’ Ledger — 

I. Form and use of^the^Ledger 36T 

II. Posting the Ledger 369* 

III. Petty Coutraotors’rAccount ........ 372' 

IV. Balancing and Reconciliation . . • , . , , , 374 

V. Scrutiny of Accounts by'Coutractors ....... 378i 

H. Sundry Rulings — 

I, Carriage andJCnoidental Charges 379' 

[II. Charges for Examination of Soil . 385 

III. Municipal Rates and Taxes on Residential Buildings . . • . 381 

IV. Employment of Military Labour . 382 

V, Execution of Government Works by Local Bodies .... 383 

CHAPTER XI.~MANUFACTURE ACCOUNTS. 

A. lirrRODUOTORX 3'84 

B. Operation' Charges 388 

0. Value OF Outturn . . ^ . . 391 

D, General Account , . , , 394 


CHAPTER XII.— SUSPENSE ACCOUNTS. 

A. Introductory 

B. Purchases 

C. Stock 

D. Miscellaneous P. W. Advances . . . - . 

E. London Stores 

F. Workshop Suspense 

CHAPTER Xin.— WORKSHOP ACCOUNTS. 


A. Introductory 430» 

B. Direct and Indirect Charges , . ... . . . . 433. 

CL Annual Account and Review 439. 

CHAPTER XIV.— DEPOSITS. 

'f^r iNTRODUOTORY 

B, Security Deposits ... 442! 


393 
403 
403 - 
417 
426 



V 


TABLB OF CK)NTEKTS* 


•0. Other Deposits — 

L For Works ...... 

n. Contractors’ Closed Accounts 
ni. Msoellaneous • . , . . 

D. Lapsee akd Oohpisoatei> Deposits • 

E* Aoooxtnts of Public Wobks Deposits — 

L Deposit Begister 

n. Schedule of Deposits • . , . 

F. Aoootthts op Inteebst-Beaeing Sboueitxes 


CHAPTEK XV.— NON-GOVERNMENT WORKS. 

A. Ijsteoduotoey 

B. Deposit Woeks — 

L General ......... 

n. District Fund Works . 

tn. Municipal, Cantonment and Port Trust Fund Works . 

O. Local Loah Woehs ........ 

D. Taeavi Works— 

I. Proyifiion of Funds ....... 

n. Accounts of Expenditure 

nr. Recovery through Civil Departmoat .... 

IV. Water-oouiBOS . I * . . 


CHAPTER XVI.— TRANSACTIONS WITH OTHER DIVISIONS. 
DEPARTMENTS AND GOVERNMENT& 

A. GBinB»AL Rules 

B. Aooouets Peooedueb 

CHAPTER XVn.— PAY AND ALLOWANCES. 

A. Ihtboduotoey 

B. PBHPABATIOir of BhXS — 

L Genersd 

, XL Glassihcation . . ^ , v . 

0. Ehoashmekt of Bills ....... 

D. DiBTEiBunoH OF Pay ahd Allowahcbs — 

I. General 

n. MisoeUaneous Recoveries from Establishment 

E Special Aerahgembhts to Pbkvbet Delays in Paymbstts 

F. COMMUHICATION OF SaHOTIOHS TO AUDIT 

CHAPTER XVin.— CONTINGENT CHARGES. 

A. Mobs of Obtaihihg Cash 

p. Gehbbal Bulbs , 



Paragraph. 

448 

449 

450 

451 

453 

454 

456 


467 

462 

466 

471 

473 

476 

477 

480 

481 


483 

489 


501 

503 

504 
606 

5oa 

510 

511 
513 


5X6 

017 

b2 


table oe contents. 


Paragraplu 

C. SpboiaIj Rules — 

I. When Cheques are dra\m on. Treasuries ...... ^22 

n. When Bills are draTO on Treasuries ^24 

CHAPTER XIX.— DIRECTION AND OTHER SPECIAL OEEICES. 

A. Iktroductoet 52 (> 

B. Receipts 528 

C. Payments — 

I. Introductory . 529 

II. Pay and Allowances • 531 

in. Contingencies and Supplies and Services 534 


CHAPTER XX.— ACCOUNTS RETURNS OP SUBDIVISIONAL OEPICERS 53T 
CHAPTER XXI.— ACCOUNTS OP DIVISIONAL OPPICERS. 


A. Intboductoby , 543^ 

B. Scrutiny op Aocjounts . 546* 

C. Settlement of A^ccounts with Treasuries 55T 

D. Compilation of Accounts — 

I. Mofothly Accounts — 

(a) Schedule Dockets 561 

(b) Registers and Schedules • 563^ 

(c) Classified Abstract o£ Expenditure ...... 569* 

(d) Preparation of Monthly Account . . . . . • * 570 

(e) Submission to Audit • 574 

II. Review of Unsettled Accounts ....... 580 

HI. Closing the Accounts of the year • 582 

IV. Miscellaneous Returns ......... 584 

V. Corrections in Accounts . . . *, • 5S^ 

VI. Pro Formd Accounts . ♦ 587 

E. Cheque Books and Receipt Books . 593 

P, Miscellaneous Matters ...... ... 596 


APPENDICES. 


^ . Page. 

1. Exti^t from" the Auditor Gtoeral’s Rules fr^oned by the Secretary of State in 

^tfetooil under section 96-D ( 1 ) of-the Government of India Act - . 159 

2. Rules regulating Personal Matters affecting Divisidnal Accountants . t 161 

3. R'u^s for the Public Examination qualifying for Admission to the Estabjish- 

impnt of Divisional AcoouJitantfi, '; • • 'r • 

4. XijBtpl Majpr aiwi Minqr Heads of Puhlip/Worksf Receipt^ and> Disbuxsements . , 167 

5. Aeobfent Rules relating to the Receipts and Charges of the PnbHo Works De- 

' j^a^rtan«ntj^ oonjiection pi^i%|(^te^:ips and Churches , . 

6. Aocotmt Rules relating to Water-bouTro . . . . . . * 1^5^ 

7. RialeB for the Distribution of Establishment and Tools and Plant Charges - 190 

' • ' • • ' •" •' •' • m < '' * • • i9$ 
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CHAPTER L— EXTENT OP APPLICATION. 

A^jB. — ^The expression ‘‘ Governors’ Provinces ” as used in tliis Code inohides tlie province of 

Burma.] 

1. The rules contained in this Code describe primarily the procedure relat- 
ing to the-initial and compiled accounts of ofScers of the Public Works Depart- 
ment. They are supplementary to the general rules in Volume I of the Civil 
Account Code, eighth edition, whidh are applicable to that department unleas 
there be somethiug repugnant in the subject or context or except to the extent 
tibiat they axe modified by the rules in Code. 

8. It is necessary to set out in some detail the extent to which individnal 
rules in Code axe binding upon local Governments and their subordinate 
officeis. This is done in the snl^quent paragraphs of this chapter. 

3. The Auditor General may — 

(a) frame rules in all matters pertaining to audit, and 

(&) determine the form in which officers rendering accounts to the Indian 
Audit Department shall render- such accounts and in which the 
iniidal accounts, from which the accounts so ^ otn/or 

piled or on which they are based, shall be maiptajwed, ! 

in accordance with the Buies framed the Secretary of State in Council 
under section 96-D (1) of the Grovemmmit of India Act (vide Appendix 1). 

Any provisions in this Code relating to the requirements of audit and 
accounts, as indicated above, should be r^arded as issued by the Auditor 
General under those Rules. 

4. The Governor General iiTCouneil, who is the custodian of the pdUic 
account, may, acting under Rule 16 of the Devolution Rules, and witii the 
previous sanction of the Secretary of State in Council, issue Treasury Orders 
prescribing the procedure to be followed in the payment of moneys into, and 
in the withdrawal, transfer and disbursement of moneys from, the public 
account, and for the custody of moneys standing in the accoimt. 
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A Treasu^ Order, thougli issued under tte Devolution Rules, is applicable 
to all Admioistratioris. It will, therefore, override any provision in this Code 
with which it may be inconsistent and will necessitate the revision of the 
rules affected, 

5. In the Administrations under the direct control of the Central Govern- 
ment, the rules in this Code are wholly applicable. 

6. In Governors’ provinces — 

(а) the 'Treasury Orders referred to in paragraph 4 confer upon local 

Governments cerlain powers of franing subsidiary rules on 
matters connected therewith, 

(б) the Finance Department, under Rule 37 (e) of the Devolution Rul^, 

has to see that proper financial rules are framed for the guidance 
of other departments and that suitable accounts are Tng.i’nt.q i- nnd 
by other departments and establishments subordinate to them 
and 

( ) the Public Works Department may also find it necessary to issue 
administrative rules for the guidance of its own offices, which may 
affect the prescribed procedure of accounts or necessitate the main- 
tenance of any subsiffiary accotmts. 

Many matters dealt with in this Code are matters regarding which the 
local Government has, in the exercise of these powers, the option of issuing 
local rules and orders consistently with the essential requirements of audit 
as determined by the Auditor General. 

It will be convenient if, in the first instance, the local Government con- 
firms by a general order all the relevant rules in this Code, and as local rules 
and orders, general or special, are issued, intimates to all concerned, in con- 
sultation with the Auditor General, the rules in this Code superseded thereby. 

7, In Be:^al and Bihar and Orissa, the procedure relating to the Oompila- 
tion of divisional accounts and to their submission to audit is different from 
that desmbed in this Code. The application of chapter XYT of the Code 
to these provinces is, therefore, subject to the provisions of the authorised 
local procedure, as described in the manuals of the Accountants General, with 
the approval of the Auditor General. 

8. Subject to the provisions of paragraph 7 above, the rules of this Code 
apply wholly to such agency transactions of the Central Revenues as may 
occur in the Ptiblic Works offices subordinate to provincial Governments 

(1) unless there be something repugnant in the subject or context, or 

(2) unless the Central Governi^nt, through agency rules issued unde r 

Part IV of the Devolution Rules, declares that any rule issued 
by a provincial Government, under the powers referred to in para- 
graph 6 above, shall he applicable to central, as well as to provin- 
cial, transactions. 
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CHAPTEK II.— DEFINITIONS. 

9. Unless tiere be something repugnant in the subject or cSontext, the terms 
defined in this chapter are used in tl^ Code in the sense here explain?!. 

10. Administrative Approval — ^This term denotes the formal acceptance, 
by the administrative department concerned, of the proposals for incurring 
any expenditure in the Public Works Department on a work initiated by, or 
connected with, the requirements of such administrative department. It 
is, in effect, an order to the Public Works Department to execute certain 
specifi.ed works at a stated sum to meet the administrative needs of the 
department requiring the work. See also paragraph 74, 

IL Advance Payment means a payment made on a running account to a 
contractor for work done by him but not measured. See paragraph 334 of ' 
the Public Works Department Cedi. 

-12. Agency Transactions is the term employed to denote those trans- 
actions of the Central Government for wbich, in a Governor’s province, the 
Governor in Coimcil acts as merely the Agent 6f the Governor General in 
Council under Rule 46 of the Devolution Rules. 

18. Appropriation. — See paragraphs 112 and 114. 

14. Assets. — ^In the accounts of works this term mdicates all outstanding 
or anticipated credits, which have to be taken in redaction of final charges^ 
Examples : Recoveries of advances or recoverable payments, and sale-proceeds 
or transfer value of surplus materials. 

15. Auditor Greneral’s Rules {c^de Appendix 1), — Rules framed by the 
Secretary of State in Council under section 96-D (1) of the Government of 
India Act, which reads thus : — 

96-D. (1) An Auditor General in India shall bo appointed by the Secretary of State in Conn- 
cii and shall hold office during BGs Majesty’s pleasure. The Secretary of State in 
Council shah, by rales, make provision for his pay, powers, duties, and oonditioais 
of employment, or for the discharge of his duties in the case of a tempcttiaicy vwssaMy 
or absence from duty. 

16. Book Transfer. — ^This term is applied to the process whereby financial 
transactions which do not involve the giving^or receiving of Cash, or of Stock 
materials, are brought to account. Such transactions may either affect the 
books of a single accounting ofiSicer, or they may involve operation on the 
books of more than one accountiug oflBloer whose accounts are ultamately in- 
corporated in the accounts of Government. They usually represent liabilities 
and assets of Government brought to account either by way of settlemejit or 
otherwise, but they may also represent corrections and am^dments made in 
Cash, Stock, or Book Transfer transactions previously taken to account, 

17. Commercial Department — See Appendix 6 to Civil Account Code, 
Volume I. >■ 

18. Contingencies (Works). — When used in respect of the accounts of works^ 
the term Contingencies indicates the incidental expense-s of a misceHaneous 
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character which cauiiot appropriately be classified raider aay distinct sub- 
head or sub-work, yet pertain to the work as a whole. 

19. Contract and Contractor. — ^The term Contract, as used in this Code, 
means any Idiid of undertaking, written or verbal, express or impKed by a 
person, not being a Government servant,- or by a syndicate or firm, for the 
construction, maintenance ox repairs of one or more works for 'the supply of 
materials, or for the performance of any service in connection with the execu- 
t\Qp. of works or the supply of materials. The term Contractor means a person, 
sjmdicate or firm that has made such an undertaking, but often its use is 
restricted to contractors for the execution of works or for services in connection 
therewith. 

20. Central — See paragraph 88. 

21. Department — This term, when qualified by the prefix “ The,” is used 
to indicate the INiblic Works Department. 

22. Deposit Works. — ^This term is applied to works of construction or 
repair the cost of which is met, not out of Government funds, but out of funds 
from non-Govemment sources, which may either be deposited in cash or other- 
wise placed at the disposal of the Divisional Oflicer. Works executed for 
municipalities and other public bodies fall tinder this category when the cost 
is chargeable either to cash deposits made for the purpose, or to their credit 
balances at treasuries. 

23. Detailed Head. — See paragraph 86. 

24. Devolution Buies. — ^Rules made by the Governor General in Council, 
with the sanction of the Secretary of State in Council and with the approval 
of both Houses of Parliament, under section 45-A of the Government of India 
Act, sub-section (1) whereof reads thus : — 

45-A. (l) I^v&iou m&y be iria^ by rales xmder th^ — 

{jo), for the dassiac&tioii of subjects, ixx relaitlon 

and proviotiial sabjeots, for the ptirpose of fmsuc^^ of 

Govemmercfes and local legislatures fiom the functions ot trie Governor General in 
Council and the Indian legislature ; 

(6) for the devoluMon 0|f anibority in resp^ of iHcovinoial subjects to local Govefirunents, 
and for the allocation of revenues or ottor 3aw>neys to those Governments ; 

(c) for the use under the anthoiity of the Governor General in Council of tie agency 
of local Governments in relation to central subjects, in so far as such agency may 
be found convenient, and for deterDaining the finanpial conditions of su3x agency ; 

„ , 'and . ’ . , , 

(<2) for the transfer from a^ong-the provincial subjects of subjects (in this Act referred 
to as ^ transferred subjects ”) to the administration of the Cfovemor acting with 
mimsters appointed under ih^ Act, and for the allocaticm of revenues or moneys 
for the purpose of snA administration. , . 

26 . Direct Chains and Direct Outlay. — These espressioiia a.s distmgui^hed 
f^cm Lodixect CJhaxges ” and Indirect Outlay ” {vide paragraph 36 bdiow) 
are applied to those charges pertammg to a work, project or job, which are 
4i£e<^y incurred for its execution and are include in the regular accounts 
,of it. ^ 

^ 26. Dixeciioa offlee^This term indicates the office of 
' who has one or more Divisional Officers working unde? his^ orders and 
himself entrusl^ with the e:^utipn of yrorics or withAe receipt and 
of^j^uhho money, a Chief or a Superintimding Engineer, or a 
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Superinteoadeiit of Worts ; but, if such, an officer is also entrusted at any tme 
with the receipt and disbursement of public money, he is iareated as a Divi- 
sional Officer for the purposes of this even thou^ some part of his emo- 
luments may be treated as Direction chai^, 

27. Direciicm Officer. — ^The head of a Direction office is known by this 
designation. 

Explakatiou. — Government servant holding the rank of a ^pointetwhng or 
Chief Engineer is not a IHreotion Officer, unless the direction, of the bnaoess of . 

divisions is entrusted to him. Thus a Superintending Engineer employed on special ontiy 
a Direction Officer. 

28. Direct Beceipts. — ^These receipts, as di^inguished from Indirect 
Receipts (vide paragraph 36) relate to items of revenue receipts 

realised in oonneotion with a work or project either by officers of the I^buc 
Works Department or other departments and are directly brought to account 
as appertaining to the work or project. 

29. Division and BEvishmaZ Office.— Throughout this Cfode, 

are used to denote respectively the executive charge held by a Divi^^i 
Officer (para^ph 30 below) an4 the head office of such a cha^e. Ibm 
the office of an independent executive sub-division is a 
the purposes of this Code, as also that of the Superintendent of a Workslaiop^ 
working independently of a Divisional Officer. 

80. Divisional Offlkjer. — In this Code, this term is applied to an executive 
officer of the Piiblic Works Department who is not su^rdiMte to anotter 
executive or disbursing officer of the Department, even though the ei^ciitaive 
charge held by him may not be recognised as a division * by the wve^- 
ment concerned.' Thus, tib.e offioer-in-ehai^ of an 

is also treated as*a Divitional Officer fox the puiposea of Hbm Code, fciee.ajsa 


paragraph 26. , w i 

Diei^ui^iiug Qflioea» of oti^ departments, if they spend Public Works 
funds and axe requix^ to reooder their accounts direct to the Audit oflice, are 
also referred to as Divisional Officers in this Code, 

81. Final Pa^yment means the last payment on a running account m^e to 
a contractor on the completion or determination of his contract and m 
settlement of the account. 

32. Fundamental Buies. — ^RuleS made by the Secretary of 
under section 96-B (2) of the Government of India Act, which rmaff 

96-B{2) The Secretiay of State in Ckram^ may make for 
^ the civil 9 ^ in India, the methods of 

of service, pay and aliowanoea, and disc^lme ai^ the^nower of 

rei^t of each matters as n^y ^ 

making rules to && GOveriior General in Counoil or to rAcmlfiiiiur 

authorise the Indian legislature or local legislatoree to make laws regolalang 

Provided that every person appointed before 

India Aet. 19^ i>y tte Seoretacy of State in Counod ® iS* S 

in India shall retain all his existing or aooiumg mai oosu^dtei^ 

pensation for tibaloBS of any of them as the Seoietaiy of state in Connofl.iJ«#j 

just and egnitalile. 


33. Graiit---See paiagra;^ 111. 

34. Ziu^^ Bate ol Ooat-^See jibiagiaph. 59. 
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35. IndiTGOt Charges and Indirect Outlay.— These expressions are applied 
to those charges, and capital outlay, respectively, which pertain, or are in- 
cidental to a work, project, workshop job or manufacture job, but which 
are not incurred directly and solely in connection therewith and thus cannot 
be directly taken into such detailed accounts of it as are incorporated in the 
regular accounts of the expenditure of the Department. 

86. Indirect Beceipts.— Eeceipts which pertain, or are incidental, to a 
scheme or work, but cannot be directly taken into such detailed accounts of it 
as are incorporated in the regular accounts of the receipts of the Department. ' 

87. Intermediate Pairment is a term applied to a disbursement of any kind 
on a running account, not being the final payment. 

88 . Issue Rate. — ^This term denotes the cost per unit jfixed, in respect of 
an article borne on the Stocks of the Department at a valuation, for the pur- 
pose of calculating the amount creditable to the Stock account by charge 
to the account or service concerned, when any quantity of that article is issued 
from Stock. 

89. Labour. — ^When a separate materials account is kept for one or more 
sub-heads of an estimate and the term “ labour ’’ is used in connection with 
such an account, it denotes aU charges pertaining to each of those sub-heads, 
other than (1) the cost of materials issued direct and (2) carriage and incidental 
charges in connection with the materials. 

40. Liabilities. — When used in respect of accounts of works, this term 
includes all anticipated charges which axe adjustable as final charges, but 
have not been paid, regardless of whether or not they have fallen due for pay- 
ment, or* having fallen due, have or have not been placed to the credit of the 
persons concerned in a suspense head subordinate to the accounts of the work 
concerned. 

41.. Local Government. — The term Local Government ” as used in this 
Code meansj in the case of a Governor’s province, the Governor in Council 
or the Governor acting with ministers (as the case may require) and in the 
case of a province other than a Governor’s province, a Chief Commissioner. 
A Governor’s province is also called a provincial Government and the other 
local Governments are also known as minor local Governments. 

42. Local Loan Works.— As used in this Code, this expression indicates 
works executed by the Public Works Department on behalf of an Indian State, 
Municipality, Port Trust, ox other corporation, when the cost of the works 
is to form part of a loan given to it by Government for the purpose. 

^43.4[aiortestimate is a term applied to the estimate for a work, when the 
sanction'd amount of the works expenditure exceeds Rs. 10,000. This term 
is also applied, for the sake of convenience, to the work itself. 

44. Majo: Head. — See paragraph 86. 

, 45. Market Used in respect of an article borne on the Stock ac- 

counts of a division, this term indicates the cost per unit at which the article, 
or an article of similar description, can be procured, at a given time, from the 
public markets suitable tb the division for obtaining a supply thereof. This 
cost should be inclusive of carriage and incidental charges^ and may even 
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include a reasonable provision for wastage and depreciation when these are 
inevitable. 

46. Minor Elstiinate is a term applied to the estimate for a work, when the 
sanctioned amoimt of the works expenditure does not exceed Ks. 10,000. 
This term is also applied, for the sake of convenience, to the work itself. 

47. Minor Head. — See paragraph 86. 

48. Hon-Voted. — See paragraph 90. 

49. On Account Payment or Payment On Account means a payment other 
than an advancse payment, made, on a r unn i n g acc5omt, to a contractor m 
respect of work done or supplies made by him and duly measured, buen a 
4j^yment may or may not be fox the full value of work or supplies ; ii it is an 
intermediate payment, it is subject to the final settlement of the runnmg 
account on the completion of the contract for the work or supplies. 

50. Operation.— Used in respect of the account of manufacture and work- 
shop transactions, this term indicates the charges incurred on the manufacture 
operations connected with specific jobs. 

51. Outturn,— Used in respect of the accounts of m^ufacture and work 
shop transactions, this term denotes the value of the finished 

the woii done, in cases in wHoh the articles wroi^t are^^t supplied depart- 
mentally) of manufacture operations connected with specific Jobs. 

52. Payment on Account — See paragraph 49. 

53. Primary Unit of Appropriation, — See paragraph HI* 

54. Progress means the up to date quantities of work done or supphee 
made.; 


55. Provincial.— See paragraph 88. 

56. ProvBicial Government— This tem is applied to tbe Govei^ent of 
a presidency or province which is under the adjoinistration of a ove r 
assisted by a Council of Members and by Ministers, and wbicb is usuaUy de- 
scribed as a Governor’s province. 

57. Quantity.— In the accounts of works this exprewion is 

the extent of work done, supplies made or services prfoimed, whelU afise can 
be mealed, weighed or counted. 


68. Bate. — In estimates of cost, contracts, eontractois bills and vouchem 
generally, rate means the consideration allowed for each unit o wox , ^ 

or other service. Except in the case of lump sim mte 

other demand for payment should, as far as possible, set o 
at which payment is to be made. 

59. Rate of Cost and Indusive Rate of Cosi-Rate of Cost 

the total cost of a work or supply uTto 

it represents the recorded cost per unit, as amved at y ^ 

to M dwg. Ott . by a. up to to P-fT 

Bate of Cost means the rate of cost of the entire work rating > 

including the cost of materials if recorded separately in the accounts. 
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60. Re-appropriation.— Means tlie transfer of funds from one nnit of appro- 
priation to another such unit. 

61. Recoverable Payment means a payment to or on behalf of a contractor 
which does not represent value creditable or payable to him for work done or 
supplies made by him, and has therefore to be made good to Government by 
an equivalent cash recovery or short payment of dues. 

62. Reserved Subjects. — See paragraph 88. 

68. Running Account is a term applied to the account with a contractor 
when payment for work or supplies is made to him at convenient intervals 
subject to final settlement of the account on the completion or determination^ 
of las contract. 

64. Secondary Unit of Appropriation. — See paragraph Ul. 

65. Sectional Of&cer. — This designation is used in this Code to describe 
those ofiS-cials, usually non-gazetted subordinates, -who are placed in respon- 
sible executive charge of works or stores under the orders of the officer-in- 
charge of a. recognised sub-division, and the accounts of whose transactions 
are, therefore, ultimately incorporated in those of the sub-division. 

66. Secured Advance is a term applied specifically to an advance made, 
on the security of materials brou^t to site of work to a contractor whose 
contract is for the completed items for work. See paragraph 275 (a) of the 
Public Works Department Code. 

67. Special Office. — The office of a Special Officer, vide paragraph 68. 

68. Special Officer (or Specialist Officer). — ^This term is applied, in this 
•Code, to such officials of the Department as are neither Divisional Officers, nor 
officials subordinate to a Divisional Officer^ e-gr., Consulting Architects, who 
have no Divisional Officers working under their control, Electrical Irispec- 

tors, etc. . ' , ' 

* ’ ^ ' 

69. Sub-Divisional Officer, — ^This designation is applied primarily to an 
official, whether a gazetted officer or not, who holds the charge of a recog- 
nised sub-division in subordination to a Divisional Officer, but when the im- 
mediate executive charge of any works or stores has not been constituted into 
a regular sub-divisional charge, but is held'by the Divisional Officer, Minself, 

Sttteif'is also treaty as the Sub-divisional Officer in respect of such charge. • 
When a' Divisional Officer holds the immediate charge of a recognised sub- 
division in addition to his own duties as the executive head of the division, 
hfi-is treated as the Sub-divisional Officer in respect of the cha:^ of the sub- 
division. J, . _ _ 

70. Sub-head. — ^In the accounts of worlm/and iU'yrqildng esti^ this 
.teem is used tq describe the sub-^'\^Qns into, which the ^tal cost of a work 
(orbf ite sub-woite if it ib a lar^ worS) is divided fqr purposes of finaimial 
i xxmtrol and statistical convemenoe. ^e several descriptions of work that 
have to, be executed in the course of construction or maintenance of a wort 

e:^vation, hriekworic concrete, woodwork, eto^, are usually 
as the sub-heiMfe of it. 
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71. Sab-work« — In the case pf a laige work coDsisting of seic5xal‘J>TliHmg 
or smaller works, or groups thereof, the term sub-work is oftem applied to a 
distinct unit of the same if that unit is sufiSjtnently large or importaaot to be 
kept distinct for the purposes of accounts. Tor example, the outer wall, the 
solitary cells, the cook-houses, the jailor’s quarters, etc,, in the case of a large 
central jail. 

73* Supervidon duu^es. — ^This term is ordinarily applied to the charges 
which are levied, in addition to book value, in respect of stock materials sold 
or transferred, and are intended to cover such items of the expenditure incurred 
on the stores as do not enter their hook value, e.g., cost of the supervising 
establishment, and storage and incidental charges. 

78. Suspense Accounts. — This term is applied primarily to certain, heads 
of account, falling under the minor head Suspense ” of a major head of ex- 
penditure, which are reserved for the temporary passage of such transactions 
as must at once be taken to the account of the sanction or grant conceited, 
but cannot be cleared finally either because the relevant payment, recovery, - 
or adjustment is awaited, or because it is necessary to keep an effective watch 
over the values of any stock materials, until their final disposal. The charges 
under a suspense account are taken in eoohancement of the charges under the 
znajot head of expenditure concerned, and the receipts in reduction thereof. 
Pox suspense accounts within the accounts of works, see paragraph 340. 

74. Technical Sanction. — This name is given to the order of compjBteat 
authority sanctioning a properly detailed estimate of the cost of a work of 
■construction or repair proposed to be earned out in the Public Wodos Depart- 
ment. Ordinarily, such sanction can only be accorded by Government in the 
Public Works Department or by such authorities of the Department to whom 
the pow^ has been delegate by Government. Sanction accorded to a work 
by any other department of Government is regarded merely as an adminis- 
trative approval of the work, vide paragraph 10. 

75. Transferred subjects. — See paragraph 88. 

76. Unit of Appropriation. — See paragraph 111. 

77.. Voted, — See paragraph 90. 

78. Water Course. — ^This name is given to a channel for the supply of water 
from an irrigation work, which falls uiider ihe definition of the tem as given 
in the Canal Act appHcable to the area concerned. The definition given in 
the Northern India Oaioal and Drainage Act of 1873, is as follows : — 

“ Wator-coixise ” irtAftna any wMoii is supplied with, water ’ * canal, which 

is not xnaintained at the cost of Govemment and aE subsidiaiiy works bdbnging 
to any such channel. ^ 

79. Work.— The term work ” when by itself, is used in a compieheiosive 
sense and applies not only to works of construction or repair, but to other 
individual objects of expenditure connected with the supply, repair and 
■riage of tools and plant, the supply or manufacture of other stores, or the 
operations of a workshop. 
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80. Worts Espenditnre and Worts Oatlay.—Tliese terms are used to in- 
dicate respectively tte expenditure, and tie capital charges, on tie special 
services connected 'witl tie construction, repair and maintenance of works. 
Tie clarges falling under tlese categories may be net wlen, under rule, any 
receipts are taken in reduction of tie clarges, but they do not include tie cost, 
of tie general services, Tools and Plant and Establishment, or any clarges not 
taken to final leads of account but kept under one of the suspense accounts. 
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CHAPTER III.— GENERAL OUTLINES OP SYSTEM OF 

ACCOUNTS. 


A.— CLASSIFICATION OF TRANSACTIONS. 


* Civil 
Btiildings 


8L The Public Works Department in each Administratioiit execute® 
primarily works of all* classes required for all 
departments under the control of the local Govern- 
ment, except such Civil Works as may be entrusted 
to the administration of the departments conoemed, 
'Me Ruling 3 of Appendix 5 of the Civil Account 
Ccde^ Volume D Civil Works of the Central Govern- 
ment which are not xmder the control of the local 
Government, or MEKtary or Railway works, may also be entrusted to the 
Deportoeht, either occasionally or as a standing arrangement, and at times 
works for the Public Works or other departments of other Administrations 
and Non-Govemment works may also have to be xmdertaken. 

I, Besides the foregoing, petty services such as the manufacture o^^supply of stores m 
tiao underti&en by Divisional Officers. 


Works (Civil 
and Communi- 


In^ation Works. 
Navigation Works. 
Brnbankm^t Works. 
Drainage Works. 


?3. Transactions relating to the charges and receipts connected with the 
services pertaining to the works of the Administration and to Civil Works 
for departments of the Central Govemmeht other 
and Tei^raph than woxfcs prfetred to in the margin, adjusted 
finally in the accounts of Division^ Officers against 
the provision of funds therefor placed at their dis- 
posal Transactions connected with the services 
for other Government Works are not so adjusted 
finally, but pass eventually out of the accounts of 
Divisional Officers for incorporation in the accounts of 
the departments and Adi^^inistrations concerned. Outlay on non-Govem- 
meut works is charged against the deposits received therefor. 


Postal 
Works. 

WbikB in connection 
Vith atooaent monuments 
declared to be protected 
vnonxmients tin<fer the 
Ancient Monuments Pre- 
servation Act, 1904. 


1. If an Administration executes, on behalf of another Administration, a Civil Wo^ (othev 
than a vrork relating to Poets and Telegraphs) the cost of which is dbaigeabie to the Central 
■Oovemmmit, the necessary funds are usually placed at rfs Own dfeposad, 

% When a divMon imdeitiakes a service on tatiotijear ffihriskn of the SM Adminis- 

tration, the connected receipts aQ4 chaiges are passed on for adjustment finally in the acoount 
of the latter division. 

3. Operations undertaken in the manufactfries and workshops of a diviacn on behalf of 
-other divisions, departments, local bodies or individuals are treated as operations of the division 
in the first instance, but the entire cost is ultimately recovered from the party concerned. 

83. In all cases the primary accotmts of these transactions should be kept 
in accordance with the rules of this Cede, even though the ultimate cost of 
the transactions may not have to be brought to account finally in the books 
of the Divisional Officer, 

84L The performance of these services and the subsidiary proceedings gives 
rise to a number of other transactions with other departoente, etc,, which 
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lave also to be brouglt to accoimt, funds have to be obtained from 
treasuries to meet liabilities incurred, receipts realised lave to be lodged in 
treasuries, and stores lave to be obtained from otler divisions or depart 
ments or from England. 

85* Tie transactions of Public Works Officers may tins be grouped under 
tie leads indicated below : — 

I. — ^Expenditure Heads ; for charges adjustable finally in tie accounts 
of Divisional Officers. 

II.— Eevenue Heads ; for revenue receipts creditable finally to Grovem- 
ment in the accounts of Divisional Officers. 

ni. — ^Remittance Heads — ^Receipts as well as payments ; for casl, stores 
or otler values received from, or paid to or on belalf of, otler 
divisions or departments. 

lY. — ^Debt Heads ; for certain recdpts and payments leld iii suspense 
pending clearance by payment or recover (as tie case may bej) 
in casl or otherwise. Tie susjiense accounts for transactions of 
this group are treated eitl^ liads subordinate to tie Expendi- 
ture leads ox as independent leads of account, as will be eiEpl^pbned 
in later chapters. ^ 

86. Tie transactions under each of these groups are further sub-divided 
for puj^ses^ of accounts. In tie case of E:^enditure and Revenue Heads, 
tie main unit of classification is known as tie major lead, and tie further 
divisions of it as minor leads, each of which has a number of subordinate 
leads, generally known as detailed leads. 

1. Por departmental pmpoaes, Public Works Officers usually divide a detailed head into- 
a number of ** semoe heads ’’ and the latter into a wixaeoAimc of ** departmental heads bn^ 
for pulses of aoconni^ th^ single term “ detailed head ” is fbr all divisions suboidinato 
tb a minor hoj^ 

detailed the account leads used in respect of 
Pubic W^jiiks' accouryte is , 

1. To i]iee| !(>cal requirements, thb- Aocountaai^ Geher^ fe autbbiised, under the mles in thO' 

Atdxt Oode^ wmafce rteoessaiy standard j^st of detailed heads. 

2. The detailed dassifioation of mi^br ]|eads ** aT JT, — ^Bombay DevelopmOTit Scheme,** 
“ 57.--dnitial Expenditure on New Capital at Delhi ’* and ** 69, — Bombay Developihent- 
Scheme,** is given in the manuals of the Audit Office*® concerned. 

3. In the case of works of other departments and Governments undertaken by the Publip 
Works Department as a standing arrangement, the prescribed classification applicable to the 
connected transactions is intimated by the Accountant Genenal 

8^ Tli^ r^euue sud expenditure classified under tie prescribed major 
^d minor leads of account fall under two main divisions : — 

(1) CJentral — Eevenue and' expenditure administered by tie Central 

Govertiment. . * 

(2) Provincial — ^Revenue and expenditure eiitnufffc^ to tie of 

tie local ©ovOTunent of b , Govemoris prdvinoe und^ tie Gk>v- 
ernment of Mia Act. ' 

; PEoyinciibl €p:jfendi1ime in Gpvemors’ provinces is ** E^eivfed dr " (EraiifiK' 

subject oil wHel it is inteurr^ as bjr 
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89, Eevenue is realised and placed to credit of Govemment as it falls due 
under tLe statutory or other rules governing it, hut expenditure can be incurred 
only against a grant voted by the Legislature (Indian or local as the case may 
be) or allotted by the (Joveminent concerned. 

9ft. Ail expenditure of the Public Works Department is subject to the vote 
of the Legislature, with the exception of the itenas enumerated below, funds 
for which may be provided for without reference to the Legislature : — 

(a) Expenditure of which the amount is prescribed by or under any law. 

Explanation . — ^Prescription nnder any law should be considered to 'include all cases in 
which an authority is empowered to fix the sum which shall he expended upon a particular 
object and that authority proceeds to declare the particular amount which shall be so expended. 

(b) Salaries and pensions of persona appointed by or with the approval 

of His Majesty ox hy the Secmetaiy Stat^ in Council 

Explanation , — If a member of a service appointments to which axe made by fiie Secietiury 
of State in Council is appointed to a post the filling of which is in the hands of any authoiiiy 
in s^^ or plosion should be treated as coming under this item. 

!iPJie terms Voted and Non- voted are used to distinguish expenditure subject 
to the vote from that falling under these exceptions. 

91. The incidence of revenue and expenditure under Central or Provincial^ 
and of provincial expenditure under Reserved or Transferred, is deter- 
mined by the division of subjects as detailed in Rides 3 ana 6 and Schedules I 
and II of the Devolution Rules. See also Rules i and 7 of the Devolution 
Rules. 

Note. — ^At present the only Oenia^l revenue aiid eixpwiditure of the Publio WuijEB Depart- 
meat in Governors’ provinces is that relating to — - 

(i) bmldings used or intended for any purpose in coxmection with the administratioxL of 
a Central subject, and 

aadfiait znonuments declared to be protected monuments under the Aucient Monn* 
meats Preservation Act, 1904. 

In other Administrations the entire revenue and expenditure is Central In Govemois’ pro- 
vinces the Governor in Council acts as the agent of the Governor-General in Council in regard 
to Central Public Works revenue and expenditure. 

93. The term “ expenditure ” used in paragraphs 88 to 91 includes also 
charges classified as (a) refunds of revenue receipts and (b) working expenses^ 
both of which are taken in reduction of revenue lecedpta. It j:^iide8 
expenditure on stores, leave salary, etc., . incurred in England by the 
Commissioner, and charged against the RngKah giant ' sanctioned 
separately for the purpose. It does not include any recoveries of expenditure 
which may, for account purposes, bA treated as minus expenditure. 


B.— SYSTEM OF ACCOUNTS. 

98. The mam features of the system of Ruhlic Works accounts are 

(a) The Divisional Ofl&cer is -Mbie primary disbuismg ofBlcer of the division 
who is permitted to obtain by checjues on civil treasuries "fl^e 
funds required for aU disbursements in connection mth the execn- 
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tioD. of works. He also collects some of tKe departmental receipts 
of the division and pays them into civil treasuries. 

(6) The accounts of these receipts and disbursements (including the 
transactions of subordinate officials acting on his behalf) are 
compiled under his supervision by an accountant posted to his 
office by the Accountant Genera^ and are submitted monthly to 
the Accountant General who audits them against sanctions and 
appropriation of funds and then incorporates them in the general 
accounts of the province, 

(c) He is further required to maintain clear accounts of all stores received 

by him and to make these accounts available for audit by the 
Accountant General. 

(d) Under each major head of expenditure, the charges on each project, 

work, or sub-work are recorded separately in the accounts of 
Divisional Officers. In the case of works of certain classes (see 
examples cited below), pro formd accounts of all transactions 
<5onnected therewith are prepared annually by the Accountant 
^General and, for this purpose, the receipts pertaining to es.ch 
work of this class are also shown separately ia divisional 
accounts : — 

ii) Irrigation, Navigation, Embankment, and Drainage Works for 
which both capital and revenue or only revenue accounts 
are kept. 

,{ii) Quasi-commercial undertakings, such as seK-supporting work- 
shops. ‘ 

{Hi) Residential buildings. 

(e) Personal payments to all Government servants of the Department 

are made on bills presented at civil treasuries in accordance with 
•the general rtdeit of the Civil Account Code .applicable tp ah 
Civil Departments, and are therefore brought to adcotint by 
the Accountant General himself from data furnished to him direct 
by Treasury Officers. 

(/) In exceptional cases, where civil treasuries are not conveniently, 

. situated. Public Works Officers are placed in account with Military 
Treasure chests. 

94. It is not sufficient that an officer’s accoimts should be correct to his 
own satisfaction. A disbursing officer has to satisfy not only himself, but 
also the Audit Department, that a claim which has been accepted is valid, 
that a voucher is a. complete proof of the payment which it supports, ^nd that 
an account is correct in all respects. It is necessary that all accounts should 
be so kept and the details so fuUy recorded, as to afEord the requisite means 
for satisfying any enquiry that may be made into the particulars of any case, 
even though shch enquiry tnay be as to the economy or the hond-fide^ of the 
tr^ns^Mjtions. It is further ess^tial that the records of pajmiuent, ineasure- 
tetet ^d traiiBactiona in general must be so clear, explicit and self-contained 
ife .tb be producible as Satisfactory and convincing evidence of facts, ii 
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required in a Court of Law. AH transactions involving tie giving or taking 
of cask, stores, other properties, rights, privileges, and coneesaons which 
have money values should be brou^t to account. The record of a transac- 
tion of receipt or expenditure should always be made at once under the final 
or the debt or remittance head to which it peitams, if that be known ; but if 
the exact head cannot be ascertained at once, then the transaction should 
be temporarily classified under Deposits, if a receipt, or under MiscellaneouB 
P. W, Advances, if a charge. 


■ 
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CHAPTER IV.— RELATIONS WITH AUDIT. 

A.— GENERAL. 

96. The Divisional Officer, as the pfiraary disbursing officer of the division, 
is responsible not only for the financial regularity of the transactions of the 
whole division but also for the maintenance of the accounts of the transac- 
-tions correctly and in accordance with the rules in force. See also paragraph 
■80 of the Public Works Department Code. 

96. The Divisional Officer is further required to submit his accounts to 
the Accountant General who has to apply to them such audit checks as may, 
■from time to time, be prescribed by the Auditor General under the Rules 
•framed by the Secretary of State in Council, an extract from which is given 
in Appendix 1. See also paragraph 79 of the Public Works Department 
Code. 

1, The accounts returns which have ordinarily to be submitted for audit and oompilati<m 
.are enumerated in Chapter XXI, but the Accountant General is authorised to call for addi- 
tional accounts, books, papers and writings relating to any transactions, should he consider 
i/hem necessary for the elucidation thereof. 

97. The Divisional Officer is responsible that the accounts of his division 
.are not allowed to fall into arrears ; but if arrears or confusion arise which in 
his opinion cannot be cleared without the assistance of the Accountant General 
ie should at once apply for such assistance. 


B.— DIVISIONAL ACCOUNTANT. 

98. To assist Divisiohal Officers in the discharge , of their responsibilities 
•referred to in paragraphs 95 and 96, the Accountant General will post a 
Divisional Accountant to each divisional office. 

1. Rules regarding the establishment of Divisional Accountants are given in Appendices 
2 and 3. 

2. The employment, as an accountant in a divisional office, of any person who does not 
belong to the establishment of Divisional Accountants is not permissible. But when a regular 
.a^jcountant is not available, and, as a purely temporary arrangement, the Accountant General 
has to entrust to a clerk the duties of a divisional accountant, he will be appointed to officiate 
.as a divisional accountant in the particular vacancy, even though he be not eligible for such 
..appointment under the rules in Appendix 2. 

99. (a) The fuuctious of the Divisional Accountant are threefold 

(i) as accountant, /.e., as the compiler of the accoiffits of th^ di^ion 
in accordance with the prescribed rules and from the d^lia famished 
to him, 

as primary auditor, i.e,, as the representative of the Audit Depart- 
ment, \oharged with the responsibility of applying certain preli- 
minaryi checks to the initial accounts, vouchers, etc. (See Chapter 
XXI) ; ^nd 
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{Hi) as financial assistant, as the general assistant and adviser to 
the Divisional OflEicer in all matters relating to the accounts and 
budget estimates, or to the operation of financial rules generally* 

(6) In the discharge of these duties he is expected to beep himself 
fully conversant with all sanctions and orders passing through the office and 
with other proceedings of the Divisional Officer and his subordinates which 
may affect the estimates or accounts of actual or anticipated receipts and 
charges. He should advise the Divisional Officer on the financial effect of 
all proposals for expenditure and keep a watch, as far as possible, over all the 
liabilities against the grants of the division as they are incurred. 

(e) The Divisional Officer should see that he is given the fullest oppor- 
tunity of beco m ing conversant with these sanctions, orders and proceedings. 
To enable him to discharge his duties efficiently the Divisional Accountant 
is treated as the senior member of the office establishment of the, division, 
though his position is analogous to that of a Sub-Divisional Officer, vide 
^a^ph 80 of the Public Works Department Code. 

100- The Divisional Accountant is expected to see that the rules and orders 
in force are observed in respect of all the transactions of the division. If he 
considers that any transaction or order affecting receipts or expenditure is 
such as would be challenged by the Acpountant General if the primary audit 
entrusted to the Accoimtant were applied by the former, it is his duty to 
bring this fact to the notice of the Divisional Officer with a statement of his 
reasons, and obtain the orders of that officer. It will then be his duty to 
comply with the orders of Divisional OfficeiSi btit if he has been overruled 
and is not satisfied with the decision, he should at the same time , make a 
brief note of the case in the Eegister of Divisional Accountant's Audit 
ObjeCttens, Form 60, and lay the register before the Divisional Officer, so 
that the latter may have an opportunity either of accepting the Divisional 
Accountant’s advice on reconsideration and ordering action accordingly, or 
of recording, for the information of the Accountant General, his reasons for 
disregarding that advice. An objection entered in this register should not 
be considered as finally disposed of until it has been reviewed by the Accountant 
General, for whose inspection the register should be available at all times, 

101. (c) The Divisional Accountant should bring to the Divisional Officer’s 
notice all instances in which subordinate officers exceed the financial limita- 
.tions on their powers placed by the Divisional Officer or higher authority. 

1> Eor example, if the Divisional Officer is allowed a lump sum appropriation for expen- 
diture on a group of works, and he has made out of it appropriations for individual works, 
ea^nditure should be watched against individual ai^propriations and excesses brought to the 
Diviaonal Officer’s notice. 

{b) He may farther be required by ’the Divisional Officer to undertake, 
on his behalf, such other scrutiay of the accounts of the receipts andiJisburse- 
ments of subordiciate officers f aUing within the Divisional Officer’s own powers 
of sanction, as the latter may consider necessary. ^ . 

102- The Divisional Accountant is further expected to iuspeot periodically 
under the orders of the Divisional Officer, the accounts records of sub-divi- 
sionai offices and to check a percentage of the initial accounts. The defects 
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noticed sKould be reported to tbe Divisional Officer fo'r orders, but the Divi* 
sional Accountant will be responsible, as far as possible, for personally explain* 
ing the defects of procedure and imparting necessary instructions thereon 
to the Sub-divisional Officers and their staff. 

1. TLe results of these inspections should be placed on record for the inspection of the 
Accountant General, but serious financial irregularities should be reported at once for the in- 
formation of that officer, even though set right under the orders of competent authority. See 
also Article 29 of Civil Account Code, Volume I, requiring a report to be made immediately to 
the Accountant General of all defalcations or losses of public money, stores or other property. 

2, The accounts of interest-bearing seenrities maintained by Sub-divisional Officers should 
be examined to see that the rules relating to them are observed and that the register in P. W. A. 
Eorm 85 is correctly mamtained, and with this object a few transactions of the register should 
be compared with riie entries in. the cash book or other account, and vice versa. The securities 
certified in the last aocnual Account of Interest-Bearing Securities, P. W. A. Form 86, as being 
on hand should be verified by inspection as far as possible, and it should be seen, in respect 
of such of them as are not produced for inspection, that there are in existence either the original 
acknowledgments of the depositors bearing dates subsequent to the dates of the last aoooimt, 
or the acknowle^ments of the authorised custodians, as the case may be. 

103. Tlie Divisional Officei has a right to seek the advice of the Accountant 
General in all matters connected with the accounts of Ms division or the appli- 
cation of finaTifiia l rules and orders concerning wMoh there may b_e any doubt. 
It wiH usually he desirable, however, that he shall first obtain the advic&of the 
Divisional Accountant who is specially trained for this duty, and tMs should 
be done in writing in aU cases of imppitance. 


C.— AUDIT INSPECTIONS. 

104. The Accountant General arranges for the peiiodical test audit and 
local inspection of the accounts of divisional and sub-divisional offices, and 
the Divisional Officer is responsible that the initial accounts and other con- 
nected records are made available for inspection. Inspecting officers are 
requited,- i£ possible, to discuss the drafts of their reports with the head of 
the office inspected before submitting ihem to the Accountant General, and. 
for tMs purpose, it is desirahle that the head of the office should he present 
at the in?peotion unless Ms presence is urgently required elsewhere. 


D.— COMMUNICATION OF SANCTIONS TO AUDIT. 


105. As a general rule, every sanctioning authority is responahte f^t all 
sanctions and orders against wMch audit of receipts or tobursemenf? is to 
he cond-.ct6d in the Audit office are communicated to it m a^idjataoe 
the procedure settled locally in iJonsuItation with Geiiet^ 

See also paragraphs 513 to 515 of thi^ Cbde and ^ of the Public 

Works Department Code. , , ■ - 


1 Audit against ssnotaons aoooided by tto Di-yimbnai Ofloer is conducted in .ti® Audit 
offieo oniv in lespect erf tedinioal sanctiDnS to estiiuates and sanctions to write ofi sto^ or 
losses of Wblio moaey. ' In respect of other sanoritms erf Uie DrrisioiiaJ Officer the Divisional 
Acoountant is responsible for the necessary check, vide paragraph 101. 
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2, Sanotiona to contract agreements accorded by officers bigber than tbe Divisional Officer 
sbotild be communicated by them to the'Acconntant General in such form as to enable that 
officer to audit tbe payments to contractors on tbe basis of rates sanctioned for each item of 
wort or supply and other necessary terms and conditions. 


E.~RESULTS OE AUDIT. 

108, Tlie results of audit are communicated to tke Divisional Officer in 
"the form of Audit Notes, Objection Statements, Inspection Reports, letters 
or memoranda. These should receive prompt attention, vid^ Article 19, 
"Oivil Account Code, Volume I, and the replies of the Divisional Officer should 
be based, as far as possible, on his own Imowledge. It is not enough to pass 
•on the explanation of a subordinate ; reports prepared in this manner have 
more than once, by lulling suspicion, led to greater irregularity afterwards. 

107* Objection Statements and Inspection Reports should be returned 
through the Superintending Engineer after the Divisional Officer has recordfed 
his rephes thereon. The Superintending Engineer will pass orders in respect 
of matters which he is competent to deal with finally and record Ms remarks 
(with a note of the action taken) on all other points, before returning the 
documents to the Accountant General. 

108 . Once a Iransaction has been entered in the Objection Statement, 
or otherwise challenged in one of the other documents referred to in paragraph 
106, the responsibility for having the objection removed will devolve 
upon the Divisional Officer, and the Accountant General is required to report 
to the M^er authorities cases in wMch objections are not cleared within a 
reasonable time. 

1.. An audit objection is usually removed by obtaining tbe req^uisite sanction, by making 
the neoessaty recovery, by correcting or completing tbe relevant account or voucher, by furnish - 
ing tbe necessary docixments or inionnation, or by otherwise securing compliance with the 
provisions of a specified role. In cases in which a protest is made against an audit objection 
• as being incorrect, tbe objection should be held to bo in force unless a formal intimation of its 
withdrawal is received from the Audit office. 

109 . The Audit office is required to place under objection any transaction 
coming to its notice w^hich is not covered by adequate sanction or involves 
an excess thereon or other deviation. In some cases, the Divisional Officer 
may have already taken action to regularise the transactdonis, or the ©acoeES 
(if ^y) over sanction, ^lua any further excess that may be anlicdpatcd, may 
be withm his own powers of sanction withput preparing a revised estimate, 
an<} h^ may have accorded the necessary formal approval to it ; yet, if the 
necessary intimation of sanction does not reach the Audit office when the 
divisional accounts m which the irregular transaction appears are being a; dited, 
the Audit office is bound to raise the objection, as it is not authorised to assume 
that the necessary sanction has been aoco’.drd. Divisional Officers wiE, there- 
fore, find it advisable to send to the Audit office the earliest intimatio^L, 
such of their sanctions and orders as are required to be communicated to 
audit {v^de paragraph 105), and to give it, without waiting for the receipt 
of the Objection Statement or Audit Note, aU necessary informabion in regard 
to transactions for wMch, within their Imowledge, adequate authority does 
not exist. A single note or statement, prepared monthly and signed by the 
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Divisional Officer himself, will ordinarily suffice, in respect of tiansactionB 
brought to account in the Ifonthly Account, but, if it cannot precede or accom- 
pany the Monthly Account, it should be sent to the Audit office within a week 
of the despatch of the Account. 

1. The object of this rule is to obviate tbe issue of uniiecessaiy audit objections ; but a 
reduction in the number of objections can be effected only by observing the requirements of 
the financial and other rules beating on the transactions, and by taking t^ely action to accord 
or obtain, as the case may he, such sanction or order as may be required in cases in which a 
deviation from rule has occurr^. 

2. The Divisional Accountant is responsible (i) for bringing prominently to the notice of 
the Divisional Officer, at least once a month, all irregular transactions on which action has 
not already been taken by the latter at the instance of Sub-divisional Officers or of his own 
motion, and (ii) for giving effect to the provisions of this paragraph in accordance with the 
procedure which the Divisional Officer may have desired to be observed in tbi^ conneotioiu 
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CHAPTEE V.— APPEOPRIATIONS, 

A.— INTRODUCTORY. 

110. (a) Expenditure, as <iefined in paragrapli 92, can only be incurred 
on a work or other object ; — 

{i) if sanction of competent authority has been obtained, as required 
by any statutory rules or by any orders, general or special, issued 
thereunder by competent jauthority, e.g., the rules in any authorised 
Code, and . , 

{ii) if ‘funds to cover the charge during the year have been provided by 
competent authority. 

1. In the case of charges against suspense accounts, any expenditure which is not expected 
to cause an excess over the net provision for the year, may be held to he covered thereby. See 
also paragraph 124 (^).^ 

(Hi) if no breach of any of the canons of financial propriety {vide Rule 10 
of Appendix 1) is involved. 

(6) For payments chargeable to the accounts of other divisions, depart- 
ments or Governments, or of non-Govemment works, and repayments of 
deposits, a Divisional Officer does not require any specific poroyi^pn 
within the appropriations for his own division. Ife is 
such payments are'inMe only in aocordtooe mth the m 
chapt^ of this Obdk 

, L ISievHabljer payments ttncdvered by sahotioxi or provision of funds see Articles 193-4, 

Account Code, Yolume J[. 


B.— GRANTS AND THEIR DISTRIBUTION. 


111. A grant or supplementary grant may be in respect of e 
(vide paragraph 92) falling under one or more majjar heads or of : a 

niai|or head. For purposes of financial control, iffie graiit sdlcitfed to ataeh 
jrntior head of account is divided into poEmaAty upits each 

of which may be divided and sab^<hvMea,' ^to s^nda^ 

units of appropriation. • 


Examples : — ^Th© grant for Civil works of the Cwitial Government is ordmwi^ divided 
into the following primary units — (1) Original Works, (2) Repairs, (3) Grants-in-aao, (4) Ray of 
Officers, (5) Ray of Establishment, (6) Allowanees, honoraria, eta, (7) Es ^l i shm ent qhacgies 


(14) Reserve, and (15) Expenditure in England. Any sab-diviswms of wMcs 

fttid minor works under (1), and Stock, London Stores, Miso^ianeous, P- W. Advances ana 
BorchaiS^ (12), are fcDown as secondary ton 


112. The distribution of grants is usually efEecfeed as uuder : — 

(^) The whole or a paxt of the appropriation for a primary unit wifcto 
a grant may be placed at the disposabof a controlling authorily 
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or a disbursing officer, or the unit may be broken up into a number 
of secondary units (to cover a number of works or a number of 
detailed heads of account) and the appropriation for any of these^ 
wholly or in part, may be placed at his disposal. 

(ii) A controlling officer, not lower than a Superintending Engineer,, 
at whose disposal an appropriation for a primary or secondary 
unit has been placed, may, out of it, allot funds for expenditure- 
on a specific work or item, or on a group of works or items, 

(u'l) The sum total of all appropriations made by any controlling authority 
from a unit should not exceed the amount of the unit, or portion 
thereof, placed at his disposal. 

(iv) The appropriation for a unit can be increased or decreased only by 
a formal order of reappropriation authorising a transfer of ftmds 
from or to another unit. 

113. An appropriation or reappropriation within the grants of a year can 
be authorised at any time before, but not after, the expiry of the year. 

114. An appropriation is intended to cover all the charges, including the- 
liabilities of past years, to be paid during the year or to be adjusted in the 
accounts of it. It is operative until the close of the financial year. Any 
unspent balance lapses and is not available for utilisation in the following 
year, but a local Government will ordinarily endeavour to include any anti'- 
cipated lapse in the demand for the following year. 

1. Tlie finanoial year closes on the Slst March. After that date all cash and stock trans- 
actions are treated as pertaining to the following year, but bond fide transfer entries are permis- 
sible for some months, vide paragraph 582, 

116. (a) The Accountant General is responsible for watching firstly that 
the total expenditure under a grant does not exceed the grant and secondly 
that the total expenditure on each primary unit within a 'grant does not 
exceed the appropriation therefor as modified by orders of reappropriation 
passed by cpmpetenfc authority from time to time. 

(6) In compliance with paragraph 110 (a) (ii) he must further see 
that, i£ under the financial rules {viie paragraph 117) of the Government 
concerned, a work or other object of expenditure requires a specific appro- 
priation, all expenditure on it is audited against such appropriation. 

(c) Similarly, i£ a lump sum appropriation is made for a group of works 
or items of expenditure of a division, the total expenditure thereon will be 
audited against the lump sum placed at the disposal of the Divisional Office 
for the purpose. 

1. The check agsiimt any japecinc appFopriations T\hich the Bivisidila^ 
out of arty lump sum at his is conducted by the mmipnid A<bo^taiDii(i oh Bm 

hehaif, vide paaragraph 101, 

< (d) When, hoWever, several Divisional Officers are authorised to incui 
charges relatihg to a unit of appropriation, against a lamp s^im appropriation 
placed for the purpose at the fisposal of a single higher authcrity, it 
^ devolves upon this authority tP watch the progress of expenditure in all the 
and to keep the aggregate changes within the appropriation. If 
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the Accountant General is requested by the local Government to audit the 
charges against the appropriation, he mil comply with the request. 

(e) Subject always to the provisions of clause (a), no audit objection 
will be raised by the Accountant General injespect of 

(i) expenditure, not covered by appropriation, on a work which was 
in progress in the previous year and for which a specific appro- 
priation is required by rule, and 

{ii) expenditure in excess of appropriation, 

if the amount of such expenditure does not exceed R s. 5(K) or such higher 
limit as may be prescribed in the financial rules (vide parapaph 117) of the 
Government concerned. 

116 . No appropriation is needed for recoveries of expenditure of the follow'" 
ing classes, as these items represent receipts and not payments for which 
grants are required, vide paragraph 92 : — 

(i) Recoveries booked under the minor heads ‘‘ Recoveries of E^en- 

diture,’* ^'Recoveries on Revenue Account’^ and “Receipts 
and Recoveries on Capital Account.'^ 

(ii) Recoveries shown under any of the “ Deduct — ^Recoveries ** heads 

subordinate to the minor head “ Establishment/’ 

117 . The procedure relating to the preparation of demands for grants, to 
the appropriation and reappropriation of funds and to budget matters gene- 
rally, is laid down in the ifcancial rules issued by the Eiiiance Department 
of the Government concerned. The powers of a local Government in a Gov^ 
emor’s province in respect of reappropriation are set out in Rule S8 of the 
Devolution Rules. 


C.— GRANTS FOR EXPENDITURE IN ENGLAND. 

118 . Separate provision is made, within each grant, for Indian and English 

expenditure, the English provision being intended to cover thft.<iiarges incurred 
in England, by the High Commissioner, on the supply of stores and W, piay- 
ments to Government servants on leave, ; ' \ ’ ' ' 

" 1. All paid ait porte or ela^liere m coimectiozL witt stores obtained from 

jSngland slxonld be tiea^ as mdian espenditor^ 

119 . (a) In order to exhibit as accurately as po^ible the cost of works and 
stores in the detailed accounts thereof maintained by Divisional Officers, 
the full value of stores obtained from England must be incorporated therein. 
The detailed procedure is prescribed in paragraphs 417 to il9, 

(h) This feature of the accounts should be borne in mind m obt^adoixiig 
grants. The appropriations for the minor heads relating to worts and st?ores 
should be inclusive of the English cost, converted into rupees at the probable 
average rate of exchange (paragraph 120 (a)), and there sheuH be a eoire- 
spoh^ng minus appropriation, divided into two sections, (i) Par Yritiei and 
(ii) Loss or Gain by Exchange for the mioox head “ Dedue^ — ^En^h 
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Stores ” of the major head under which the suspense account “ London Stores ” 
of the division is maintamed. 

120. (a) The charges incurred in England by the High Commissioner 
against the English provision are ultimately brought to account in India but 
outside the books of the Divisional Officer. The sterling payments are 
converted into rupees at the par rate (Es. 10=£l)j and the rupee equiva- 
lent is charged as expenditure under the minor head Expenditure 
in England/^ separately for (i) Stores, and (n) Establishment charges. The 
difference between this amount and the rupee equivalent at the average 
rate of exchange (paragraph 418), is booked under the minor head 

Loss or Gain by Exchange ” (also divided into (i) Stores, and (ii) Establish- 
ment charges), as a j^lus or a mmus charge, according as it is a loss or a 
gain. 

(5) Only the charges imder the minor head “ Expenditure in England 
go against the English provision. The minor head Loss or Gain by Exchange” 
affects the Indian provision and the anticipated loss or gain should, therefore, 
be covered by a plus or minus provision in the Indian section of the grant. 

1. The minor heads Expenditure in England and “ Loss ot Gain by Exchange ” appear 
tmder the major head under which the suspense account “ London Stores ” of the division is 
classified. 

2. All indents on the High Commissioner for stores should be classified as pertaining to the 
minor head “ Expenditure in England ” of the major head referred to in Eule 1, to enable the 
High Commissioner to classify the charges correctly in the accounts of his transactions for the 
province. 

121. Any savings under the minor head “ Loss or Gain by Exchange ” 
due to there being a gain when loss was anticipated, or to the amount of the 
gain being greater than it was anticipated, are not available for reappropria- 
tioh as gain represents receipts, though booked as minus expenditure in the 
accounts, and additional receipts cannot be appropriated towards additional 
expenditure without a supplementary grant. 


D.— WATCHING OE ACTUALS. 

122. It is an important function of the Divisional Officer to keep a con- 
stant watch over the progress of expenditure, and to keep himself informed 
of such circumstances as may affect the progress of expenditure, in order ter 
take early steps for obtaining extra funds or surrenderiag probable savings, 
as may be necessary. 

12S. It win be found convenient, in practice, to adopt the plan indicated 
below: — ■ ; ',7 

(a) The progress of expenditure on works or other items for ^ducit'tiiLi^ 

axe specific appropriations, should be watched individually month 
by month, Ikrough the Blister of Worlb, Oonfingent Blister 
and other relevant accounts. 

(b) In respect of works or iten^^, Inmp stun appxopriatioiisrfo^ which are 
, ; . placed. at the liivisioiaaJL ufficer’s di^c^, will watch the pro^ 
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gress of expenditure against appropriations by the maintenance of 
a record (i) of the expenditure, in the form of a progressive abstract 
showing, month by month, tl^ up-to-date expenditure of tlie year, 
and (ii) of the grants, in the form of a register showing tlie appro- 
priations and reappropriations ordered from time to time. 

(c) In this review of expenditure, undischarged liabiKties ple,y an im- 
portant part and there effect on individual and lump appro- 
priations should, therefore, be watched. 

1. liabilities may be divided into four classes: — (i) those outstanding in the suspen^ 
accounts, relating to contractors and labourers, in the accounts of "works, (ii) thoi^ 0 "U"bBtanding in 
any of the regular suspense accounts of the division, (in) outstanding debts adjustable by book 
transfer, and (ti;) matured claims of contractors, suppliers, etc., awaiting setttemeut, and aJl 
unmatured claims, recurring or non-reouiring, likely to fall due for settlement before the close of 
the year. * liabilities of o£ss (n) may affect not only the grants for the head “ Sus- 

pense ” of the major head under which the suspense account concerned is classed, but also the- 
grants for works and services falling under the same and other major heads ; see aaso paragraph 
124 ( 6 ). 

Anticipated credits (if any) which will ultimately be taken in reduc- 
tion of the expenditure chargeable against any individual or lump 
sum appropriation should also be taken into account. See State- 
ment B of Appendix 4. 

(e) This review is of special importance in the last three or four months- 
of the year. 

(/) If desired, this review may also be conducted coflectiyely hx lespect- 
of each primary or secondary unit of appropriatioib; ^ suitable^ 
register of appropriations being maintain^ for fie s 

clause (&) (ti) above. Such a review is of special help fe fotaUu- 
lating proposals for reappropriation. 

124. The following points should receive special attention : — 

(а) The minus appropriation fox the unit “ Deduct — ^English Cost 

Stores ’’ is covered by an equivalent plus provision included 
within the appropriations for the units for works and stores. This- 
additional provision under the latter units should be reserved for- 
the English charges on stores. Any savings likely tp 
should be surrendered. , 

(б) The appropriations for suspense aocounfe provide for 

or decrease during the year, that is, for the diflfer^oo tike 

gross debits and the grofe® credits of ike whole yeair. Tkey impose 
an obligation on the Diyisional Officer so to regulate 1 m transac- 
tions during the year as to work up to the anticipated increa^ or 
decrease in the suspense balances. There is a ooiresponding 
obligation on him to make, in the accounts of tiie year, ^ 
adjustments, recoveries or payments neejessitat^ by 
transactions of tiie yeair. This rei^hsibil^ is in 
the opeiiijig balances qpe^iions (d^its 

of the year. Where ffie clearance erf any rtoms & ^ 

any additional dkai^es against' otjier unto of 
fixnde necessary to ,m^t the changes should te, 

, tiiose umtsi 
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125. All liabilities and assets of the division adjustable by transfer credit 
OT debit to remittance beads of account should be registered in Form 57, 
Eegister of Transfers Awaited, as soon as they become known. As they 
are cleared, an entry should be made in columns 7 to 9 so that items awaiting 
adjustment may be known at any time. ** 

1. This register is intended primarily for all transfer transactions, recurring or non-reour- 
ting, which have to be responded to by the division, but if desired, important items which will 
be cleared by original debits or credits may also be entered to facilitate tbe watching of their 
clearance. 


■ 
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CHAPTEE VI.-^CASH. 

A.— INTEOEUCTORY. 

^ 126. The term cash.” as used in this chapter, mcludes legal tendeEir 
coin, currency notes, cheques payable on demand, remittance transfer 
receipts and demand drafts. A small supply of half-anna and one-anna 
postage stamps may, when necessary for use as receipt stamps, be kept as 
part of the cash balance. Government securities, deposit receipts of banks, 
debentures and bonds, accepted as security deposit under the provisions 
of para^aph 441, ate not to be treated as cash. See also Articles 2 and. 6 
of the Civil Account Code, Volume I. 

127. Primarily the Divisional Officer is the responsible disbursing officer 
of the division, but he may delegate this function to his subordinate officers 
in certain cases, vide paragraph 274. 

128. Every Government servant is peorsonally responsible for the money 
which passes through his hands and for the prompt record of receipts 
and payment 5 in the prescribed account as well as for the correctness of the 
account in every respect. The private cash or accounts of members of the 
department may not be mixed up with the pubKc cash or accounts. 


B.— MODES OF OBTAINING GASH FROM TREASURIES. 

I.— Gren^ral. 

129. Disbursing officers of the department obtain cash for disbursement in 
two ways, viz,^ directly by bills drawn on the treasury or by means of cheques. 
For payment of pay and allowances of Government servants on the regular 
establishment not charged directly to w^orks, certain heads of offices and 
other officers draw bills on treasuries in prescribed forms in accordance 
with the rules in chapter XVII. AU other disbursements are made by 
Divisional Officers, who may empower Subdivirional Officers tc make ^btoe- 
ments on their behalf. For tins purpose, Diviaonal Officers are ortJinarily 

• placed by the Accountant General in account with one or more treamnies 
within their jurisdiction and they may ehiher authorise Subdivisional Officers 
to obtain money from the treasuries with n the jurisdiction of the latter by 
drawing cheques or place thOTi in funds by means of a fixed imprest or by 
transfer of cash from the divisional cash ohest. 

1. The tem tieasuTy ’’ inolades aJso a isilitaiy trea^ore chost \ridieh a IMiknal 
Officer may be placed in accotmt. 

130. The appropriation of departanental receipts to expenditure in the 
department is strictly prohibited except in the cases provided for in para- 
graph 147. See Article 1 (e) of the Civil Account Code, Volume 1. 

Notb, — ^T be local GovemnieaQt may, in consiiltation witJi tbe Accoontani GeneiEBl, extesul 
to ^ payment of contu^ent cLerg^es, the system of drav ing bills directly on treaanzieA if thia 
procedure be preferred. 
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ISl. Sub-treasuries are collecting depots and not disbtirsing treasuries, 
but to meet tbe convenience of Public Works Officers it has been arranged that 
funds required for disbursement may be obtaiiled by means of cheques drawn 
on sub-treasuries subordinate to a treasury with which a disbui g ing officer 
has been placed in account. See also Article 25, Civil Account Code, 
Volume L 

— ^The term ** treaEfuiy as used throxigliout tlus Code includes the sub-treasury, 
nihlek tbe contrary is eyident from the context, 

132. The procedure prescribed for accounting for cash obtained from 
■feeasuries on bills for pay and allowances of establishment not charged directly 
ib works or on contingent bills if their encashment at treasuries has been 
authorised, is detailed in chapters XVII and XVIIL UndLsbursed balances of 
cash thus obtained may be kept in departmental cash chests, but they should 
not be mixed up with the re^ar cash balances of the department, accruing 
from money obtained on cheques, which are dealt with and accounted 
for in accordance with the rules in the following paragraphs. 

133. Without Tna-king previous arrangements through the Accountant 
General, no officer is authorised to draw cheques on a treasury situated 
•outside the limits of the province, even though his own jurisdiction may extend 
beyond those limits, 

184, When, for the convenience of work, it is necessary that the Divi- 
sional Officer or any of his subordinate disbursing officers should be author- 
ised, either occasionally or as a standing arrangement, to draw cheques on 
n treasury situated outside the limits of the division, such an arrangement 
may be sanctioned by the Accountant General on the recommendation of the 
Superintending Engineer. Similarly, the Divisional Officer may, if neces- 
sary, specially authorise any of his Subdivisional Officers to draw cheques 
■qn treasuries situated outside the jurisdiction of the latter but within the 
limits of the division. 

1. This rule is intended to be applied with special caj» and only to oases of real necessity. 
Payments to contractors shoiild, as far as conveniently practicable, be made by cheques on 
the nearest treasury and a stipulation to tbe effect that payments shall be so made should be 
liiserted in the contract agreement where necessary. 


IL— Monthly Estimates of Eeceipts and Expenditure. 

" 1^. To enable the Deputy Controller of the Currency (or the Accountant 

General in the case of Madras and Burma) to keep the treasuries in funds for 
meeting the demands of officers of the department, an estimate in thousands 
onily of the receipts and expenditure of the current and succeeding months 
should be furnished to him by each Divisioiial Officer by tbe BrA of each 
month in Eoxm 47. 


IIL— Limits On SubdivMonal Officers’ Drawings. 

' 'lU. . ' , ' . , , . 

IM. If the Diyi^onai Officer, considers it necessary, for, the mamtejianoe 
control oW ^bmsementS.of hia division, to set, a monthly 
.,q-n riie drawing ' of , any , of bis Sabdiviriqbal Officers, he may do so, 
a standing limit or a fresb limit dither every month or whenever 
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necessary. All such, limits may be raised or lowered subsequently. In- 
timation of every limit when fixed or changed should be sent both to the 
Subdivisional Officer and to the Treasury Officers concerned. 

1. For this purpose, the Divisional Officer may require the Subdivisional Officer to submit, 
-by a convenient date, an estimate of his probable requirements in suitable form, 

2. The limit when fixed should be for the account month of the subdivision and the dates 
of the commencement and termination of the month must be specified in the mtunation to 
.the Treasury Officer. 

3 At the option of the Divisional Officer, the limitation may not be intimated to thft Trea- 
surv Officer, if the check exercised bv the Divisional Accountant over the sundwisw^l casii 
accounts, after the expiry of the mouth, U considered sufficient for the purposes of the Divisional 
•Officer. See paragraph 101. 


IV.— Che^iues. 


137. Petty sums under ten rupees skould not be paid by cheques and for 
the disbursement of these and other charges which naturally are paid m cash, 
e.g., the wages of labourers and of establishment charged directly to works, 
and value-payable postage, it is permissible to draw money from toe to 
time from the treasury by cheque to replenish the cash c^st._ Whether 
there be a guard or not, cUsbursera must draw cheques for the m i n im um or 
^ 5 ash actually required to meet current disbursemente, and if it is found at 
any time that the balance in hand is larger than is req^ed to meet the 
anticipated expenditure of the next month, or of the next Efteen da^ d the 
treasury is not situated at an inconvenient distance, the surplus should be 
Tetumed into the nearest treasury. 


138. In drawing cheques (Form 6) drawing ofiEcers should be guided by the 
general rules laid down in CbapiaL.T nf the f!ivilJlcaHiTi1i pQ^.-VoInme I. 
The special rules, applicable to the department are set forth m paragraphs 
139 to 143. 


139.' Before a cheque book is brought into use, all the cheque fo:^ in it 
•should be marked by a distinguishing letter. Cheques draTO by a ^sbu^g 
officer on any treasury should be distinguish^ by a different letter &om 
those drawn by himself or other disbursing officers of the division, on tMt 
<>r any 

’ J,4»i /ini ti* oaee of .B^ advice of the number of to cheque 

book to be used (mde Article 22 of to Chvil Account Code, 'I olume I), should 
ordinarily be sent through to district treasury ; but in cases of urgency, it 
may be sent direct to the sub-treasury, a copy being forwarded simultaneously 
to the district treasury. 

141. If a limit has been set by to Divisional Officer on the towinp of a 
■Subdivisional Officer under to provisions of paragraph 136, to limit p:^ 
scribed for the dravrin^ on each treasury dunng a month s^uM be 
o^to reverse of to Counterfoil of to cheque for tot tre^ More 
any cheques are drawn during tot month, “id to Subdi^ond Offi^r 
ah^. TOtch that to limit is not exceeded, by deducting from 
reverse of to counterfoils, to amount of each cheque as it is drawn. 
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The undra'svn balance at the close of the month should not be carried forward 
to the next ihonth. 

1. In the absence of a monthly limit on his drawings the drawing officer should record 
on the reverse of the counterfoil of each cheque the amount of the next cheque' drawn and the 
total of the drawings during the month, and carry forward their total to the nest counterfoil, 
thus enabling himself, from time to time, to exercise an independent check on the postings in 
his cash book. 

142, If the currency of a cheque should expire owing to its not being 
presented at the treasury for payment within three months from the date of 
its issue {mde Article 24 of the Civil Account Code, Volume I), it may be 
received back by the drawer who should then destroy it and draw a new 
cheque in lieu of it. The fact of the destruction and the number and date- 
of the new cheque should be recorded on the counterfoil of the, old cheque^ 
and the number and date of the old cheque that is destroyed should be entered 
on the coimterfoil of the new one. The fact of the new cheque having been 
issued should he entered on the date of issue in red ink in the cash book but 
not in the column for payment, a note being made at the same time against 
the original entry in the cash book. 

1. For procedure relating to lost cheques see Article 27 of the Civil Account Code, Volume L 

143, When it is necessary to cancel a cheque, the cancelment should be 
recorded on the counterfoil, and the cheque, if in the drawer’s possession, 
should he destroyed. If the cheque is not in his possession, he should 
promptly request the Tresasury OjBScer to stop payment of the cheque and, 
on ascertaining that payment has been stopped,' he should write back the 
entry in his cash book by exhibiting the amount of the cheque as a minus 
figure on the payment side in the “ Bank or Treasury ” column, A counter- 
reference should he given in the cash book, against the original, to the second 
entry of the cheque. A cheque remaming unpaid from any cause for twelve 
months from the date of its issue should be cancelled and its amount written 
back in a sinnlar manner. 


0,— EECEIPT OE MONEY. 

L— Account Procedure. 

144. When money is received by a Government servant on behalf of Govern- 
ment, it should at once be brought to account in the Cash Book and a receipt 
in Eorm 3 should invariably be granted to the payer. If, however, the amount 
be realised by recovery from a payment made on a bill or other vouchet 
setting forth full particulars of the deduction, a receipt should be granted 
only if specially desired by the payer, but the fact of the recovery having 
been made by deduction from the payment voucher should be clearly recorded 
on the receipt, 

1. Final acquittance for private cheques and drafts un local banks accepted under proper 
authority (uide Article 6 of the CSivil Account Code, Volume I) should not be given to the payer 
until they have been cleared. 

2. Before an officer signs a receipt in Form 3 for cash actually received by him, he should 
see that the receipt of the money has been duly recorded in his ca^ book, and in token of this 
che<i the entry in the cash book should be initialled and dated at the same tima 

145. Eeceipts in Form 3 can be issued only by Divisional Officers, Sub- 
divisicmal Officers, Zilladars or other Government servants specially author- 
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ised by tte local Government, and all persons regularly or frequently receiv- 
ing money on behalf of Government should keep a cash book in Form 1. 

146. If a Government servant who is not in charge of a cash book receives 
money on behalf of Government at exceptional times, he should not mix 
it up with the imprest or any other cash in his charge, but pay or remit it, 
at the earliest opportunity, to the nearest officer having a cash book or direct 
into a treasury, accompanied by a chaldn in duplicate {mde Article 5 of the 
Civil Account Code, Volume I), The acknowledgment of the treasiuy (with 
an intimation of the full particulars of the receipt including the date of its 
realisation) should he forwarded immediately, to the next superior officer 
having a cash book, to enable him to make the necessary entries there in. 
The record of the transaction will be in the correspondence and not in the 
imprest account of the receiving officer. 

n. — Disposal of Receipts. 

147. Cash realised by officers of the department should be paid, as soon as 
possible, into the nearest treasury-', for credit as miscellaneouB receipts of the 
department. Should a Divisional Officer or Subdivisional Officer, however, 
require to make use of cash receipts temporarily for current expenditure, 
he may do so instead of obtaining fresh cash by cheques ; but before the end 
of the month, he must send to the treasury a cheque for the amount thus uti- 
lised, drawn in his own favour and endorsed by himself with the words “ Re- 
ceived payment by transfer credit to the Public Works Department.^’ 

Note. — ^T his rule does not apply to receipts realised by abort payment on bflfe or ol^r 
vouchers. 


D.-PAYMENTS. 


1. — Manner of Payment. 

148. All payments which officers authorised to draw cheques have to 
make, should, as far as possible, be made by cheques ; but see also paragraph 
137. 

149. It is permissible to make payments to suppEers of stores by obtaining 
reipittance trswasfer receipts from the district treasury in accordance with 
the rules m Article 169 of the Civil Account Code, Volume I. Remittances 
for such purposes of amounts less than Rs. 15, for which remittance transfer 
■ receipts cannot be issued by treasury officers, may be made by postal money 
order at the public expense. 

150. As a rule no cheque should be drawn until it is intended to be paid 
away and cheques drawn in favour of contractors and others should be made 
over to them by the disburser direct ; but the disbuiser may be assisted in 
making disbursements by a cashier appointed for the purpose under paragraph 
341 of the PubEc Works Department Code. The occasional deEvery of cheques 
liarough a subordinate may be peimntted at the discretion and on the respon- 
sibiEfy of the disburser. In such cases the subordinate should make no entry 
in any accounts which he keeps, as a payment made by cheque should 

c2 
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appear in the cash account of the disbursing officer who draws the cheque, 
and the subordinate’s record will be in his correspondence. 

1, It is a serious inegTiJarity to draw checines and deposit them m the cash chest at the close 
ci the year for the purpose of showing the full amount of grant as utilized. 

II. — ^Vonehers. 

151. As a general rule, every payment including repayment of money 
previously lodged, -with. Government for whatever ptirpose, must he supported 
by a voucher setting forth full and clear particulars of the claim. As far as 
possible, the particular form of voucher applicable to the case should be used. 
Suppliers of stores and others should be encouraged to submit their hills and 
claims in proper departmental forms. But bills not prepared on such forms 
should not be rejected if they set forth the necessary details of the claims. 
In such cases, the additional particulars required should be added by the 
disbursing officer. 

1. "Wkm it is not possible to snpport a payment by a voucher, a certificate of payment 
signed by the disbursing officer, and endorsed if necessary hy his superior officer, should always 
be placed on record. Particular of the claim ^ould invariably be ^ forth. 

1S2* Every* voucher must bear a pa y order signed or initialled, and dated, 
by the responsible disbursing officer. Tbis ordsr should specify the amount 
payable both in words and figures. 

1. Cashiers and others authorised to make disbursements on passed vouchers, vide 
paragraph 150, should make no payment without a proper pay order of the responsible disbursing 
officer recorded clearly in ink on the bill or other voucher. Xo payment should be made on a 
voucher or order unless it is signed by hand and in ink. 

153* Every voucher should also bear, or have attached to it, an acknow- 
I ^gment of the payment, signed by the person by whom or in whose'’*B^alf 
ilba daim is put forward. This acknowledgment should always be taken at 
tibe time of the payment* 

1. If a c^cer «ay difficulty in obtaining, fcom the person to whom 

money Is due, a xeoe^ in the proper fottU, it is open to hhn to dedme to hand him the cheq^uo 
or c*3b» or to ih a ke « remiiitmice to him, «s the case-may be, until the aofcnowlec^ent of the 
payment, with all rieoeseaiy paitLoulars, has been given by him. In all cases of payment hy 
r cniitft mce, a note of the date and mode of remittance mn^ be made on the bill or voucher at 
the time of remiitance. In cases of remittance by postal money order, the purpose of the 
remittance should be briefly stated in the acknowled^eaat portion thereof, vide Xote 1 to Rule 6, 
Appendix 7, to the Civil Account Code, Volume 1. 

2, * In the c««e of articles leceiv^ by value payable post, a formal receipt for the paymept 
idbiosi^ bb obtahied irom the sapplier. The ,, disbursing officer should endorse a note on the 

to llm effiect that the payment was made throu^ the post office and -will cover 

S. A C!ett&fi<;d copy (marked Duplicate) of a receipted voucher may be retained by the 
officer sho^ this be necessary to complete the record of his offioe, but the payee 
a hobl d not be required to sign such a copy or give a duplicate acknowledgment of the 

piijyiiMiitK 

154. Genwal infitmetionB regarding the preparation and completion of 
TOoekaa are given in chapter Ijrf tie Civil Account Code, Volume I. The 
anpplme&lniy inafcnfctiona sEouHaJ^TSe^^olfee^^ : — 

tha aigos in a vernacular, he should be required to note 
the amount' at^inowled^d in the vernaoular in his own hand- 
writing;. In transHterating his acknowledgment, the amount 
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acknowledged, as well as any remark made, bv him should also 
be reproduced in English. 

(6) The disbursing ojBScer is responsible that the full name of the work 
as given in^ the estimate (and other particulars specified in 
para^aph 275) or the head of account, to which the charges 
admitted on a voucher are debitable, or to which the deductions 
or other credits shown in the voucher are creditable, is deady 
indicated on it in the space provided for the purpose or in some 
prominent position. 


E.--EEMITTAXCES TO TEEASURIES. 

156. The officer in charge of a cash book should keep a book in Form 4 
in which he should enter all his remittances to the treasury as they are made ; 
vide paragraphs 146 and 147. This book should accompany the cash. 

tnade to local head offices of the Imperial Bank of India of checjues paid in 
as Works receipts should be entered in the Remittance Book, but in the place for the 

treasury receipt should be entered “ By Bank cheques and the book need not be sent with the 
remittance, provided that the cheques are always endorsed as prescribed in paragraph 147. 


P.-OASH ACCOUNTS. 

I.— Cash Book. 

(a) Upkeep. 

156. An account of their cash transactions should be maintained in the 
Cash Book, Form 1, by all (Jovenunent servants authorised, ae a regular 
arrangement, to receive money on behalf ot Government, as well as by those 
entrusted with making disbursements out of cash received by them in transfer 
from the divisional cash chest or obtained by drawing cheques on the treasury. 
Government servants entrusted with fixed imprests or temporary advances 
should maintain and render accounts of their disbursements in Imprest Cash 
Account, Form 2, 

157. The cash book is one of the most important account records of the 
department. The detailed instructionB prescribed for writing it up are given 
in the notes on Form 1, and disbursing officers are required to ol^ive them 
strictly in practice. 

(5) Balaijcino. 

158. The cash book must be balanced on the date prescribed for closing 
the cash accounts of the month, but when the transactions are numeroua, 
a weekly or even a daily balance is recommended, and it is advisable to count 
the cash whenever a balance is struck or at convenient intervals, as this affords 
an independent check on the accuracy of the postings. The results of such 
intermediate counting should be recorded in the form of a note in the body 
of the cash book (column 8), so as not to interfere with the up-to-date totak ; 
the actual balance of cash in the chest should invariably be stated in the note 
both in words and figures, and the outstanding balances of imprests and 
temporary advances should be taken into consideration when certifying the 
accuracy of the cash chest balance. 
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(e) Rectification op Eeroes. 

159. An erasure of an entry once made in the cash book is strictly 
prohibited. If a mistake has been made and it is discovered before the copy 
of the cash book has been submitted to the ditisional office, the mistake should 
be corrected by draviog the pen through the incorrect entry and inserting the 
correct one in md ink between the lines. The ffisbuxsing officer should initial 
everv** such correction and invariably date his initials. When the mistake is 
discovered too late for correction in tMs way, an intimation of the necessary 
correciion should at once be sent to the divisional office, accompanied by a 
proposed transfer entry, if necessary. Except as indicated above, no correction 
of an entry once made in his cash book should be made by a Subdivisional 
Officer, unless authorised by the di\isional office to do so. 

1. The »ame principles should be observed in correcting errors noticed in the divisional 
cash book. If the accounts of the month have been closed, no corrections of errors in amount, 
classification, or name of work, should be maxie in that book, A suitable re-nark in red ink 
(<j.uayng reference to the correction in accounts) should, however, be recorded against the 
original erroneous entry. 


(d) Verification. 

160. The disbursing officer is required to check all the entries in Ms cash 
book as soon as possible after the date of their occurrence, and he should initial 
the book, dating his initials after the last entry checked. The cash book 
should be signed by Mm at the end of the month and such signature should be 
understood as fixing responsibility for all the entries of the month inclusive of 
the dosiog balance, 

' memorandum of some of the more important parts of the verification : — 



ttigoed bf 1 
iii pMed; 

(2) ftee, whilfet ezmnimug the posimga of twji the deductions 

fihown in the vouchers (other than deductiobs wdatebl^ to tte of account or 
wort to which the payment rektes) aise peeled as ^ receipt mde of 

, the cash book ; 

thfO totallir^ of the cash book or have this done by subordinate 

; , ; (oitl#r wdter of the cash book) who should initial (afidda^) it as correct ; 

(4) dm, ietiil ot the in the Bank or Treasury ” 

sleki ly refeimiGa to the meiieoMda recoeded by himmSI of ^ coant^ 

foils of cheques. , , 

irdL rite Aotoal balsace of casb. in each cheat shooM 
last worMng da;fr‘ of each omth (ie., iiaffiedyiat6ly:ai^ 
eoiCBath lutdez pamgiaph whe]»'afa' 

Inlaaoe' i»ay .he ’fiountad cat the 

a&J. .t»'. Ela«4e .hP 

vM'thh'actoal 'Wla«ii»..i^hin^ o^':jihe' 

eeah, .i^ee^jhg' ;htyth-w haihatoh 

htafigieisfai 
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tlie closing entries in the previous month’s cash book. This certificate should 
be signed by the disbursing officer vrho should invariably date his signature. 

1 . Should it not be possible for the disbursing officer, owing to his absence, to make the 
count on the dates prescribed in this paragmiih, fie should do so at the earliest opportunity, 
recording the reason for the delay on the Cash Bsdance Report. 

162, Whenever, on the contents of the cash chest being counted, the 
balance as per cash book is found to be incorrect, it must, unless the error 
can be detected and set right at once under paragraph 159, be rectified forth- 
with bv making the necessary receipt or payment entry To cash found 

surplus in chest ’’ under Deposits, or “ By cash found deficient in chest ” xmder 
iEscellaneous P. W, Advances, as the case may be. The administrative 
action to be taken on the occurrence of a deficiency must depend on the nature 
of each case. 


n.— Imprest Account. 

163. An imprest is a standing advance of a fixed sum of money given to an 
indi\idual to enable him to make certain classes of disbursements which may 
be entrusted to his charge by the Divisional Officer or the Subdivisional Officer 
in accordance with such rules, and subject to such restrictions, as may be 
laid down by the local Government. The amount of an imprest, should not, 
however, exceed one thousand rupees, in any case, without the special sanction 
of the local Government. 

164. The account of imprest cash should be kept in duplicate in accordance 
with the instructions print^ on Form 2, Imprest Cash Account. The counter- 
foil should be retained by the imprest-holder and the original, supported 
by the necessary vouchers, should be forwarded to the officer from whom 
the imprest is held, whenever the imprest-holder finds it necessary to have 
the account recouped, or it is proposed to increase or decrease the amount 
of the imprest or to close the account altogether. The account must, in 
any case, be rendered so as to reach the officer from whom the imprest is held, 
in time to enable him to incorporate the account in his cash book before it is 
closed for the month on the date fixed for the purpose. 

166. The recouping officer should examine the imprest cash account and 
the topporting vouchers, imtial and date the vouchers ha token of approval 
and by a formal pay order {mde paragraph 162) recorded on the account 
authorise the recoupment, enhancement, r^uction or closing of the imprest, 
as the case may be. The account should then be abstracted and incor- 
porated in the Cash Book in the manner prescribed in notes on Forms 1 
and 2. 

1 . should any item in an imprest account appear to the recouping officer to be open^ to 
obiecstion, the imprest should nevertheless be recouped in full, and the item under objeoticHi 
should be classified under the head “ Misoeilaneous P. W. Advances for watch unto that 
accsount until either the objection is removed or the amount is made good by the imprest- 
holder. 

166. The imprest-holder is responsible for the safe custody of imprest 
mcm^y and he must at aU times be ready to produce the total amount of the 
imprest in vouchers or in cash. 
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HL— Temporary Advance Account. 

167. When a disbursing ofi5.cer makes a remittance to a subordinate 
officer to enable Mm to make a number of specific petfr^’ payments on a muster 
roll or other voucher wMch has already been passed for payment, the amount 
remitted should be treated as a Temporary Advance and accounted for in 
the same way as an imprest. The account of a Temporary Advance should 
be closed as soon as possible. 

1. This rale applies also to cash taken out of the chest by the ctisbnrsii^ officer himself 
for making paymeats at a distance. 


G.-CHEQUE BOOKS AKD RECEIPT BOOKS. 

168. Cheque Books (Form 6) required by Divisional and Subdividon 
Officers aaihoiised to draw on treasunes and subtreasuries are obtained by 
them from tbe head treasury concerned, vide Article 21 of the Civil Account 
Code, Volume I. Receipt Books (Form 3) are similarly obtained by them 
from the head treasury of the district within wMch their respective head' 
quarters are situated. 

1. This paragraph does not apply to the OiTisional and Subdivisional Officers in Madras. 

168. Cheque (or Receipt) Books should on receipt be carefully examined 
by the Divisional or the Subdivisional Officer concerned who should count 
the number of forms contained in each and record a certificate of count on 
the fly-leaf. 

178, Counterfoils of used books should be returned promptly to the divi- 
sioniil office Mr record. 
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CHAPTER VIL— STORES. 

A.— INTRODUCTORY. 

171. The general administration of all the stores of a division is vested in 
the Divisional Officer, on vrhom primarily devolves the duty of arranging, 
in accordance with the rules of the Government concerned, for (1) the acquisi- 
tion of stores, (2) their custody and distribution according to the requirements 
of works, and (3) their disposal. 

172. Government servants entrusted by the Divisional Officer ^vith the 
care, use or consumption of stores, are responsible for maintaining correct 
records and preparing correct returns in respect of the stores entrusted to them. 

173. AU transactions of receipts and issues should be recorded, strictly in 

accordance with the rules, in the order of occurrence and as soon as they take 
place. Fictitious stock adjustments are strictly prohibited, such, for 
example, as (1) the debiting to a work of the cost of materials not required, 
or in excess of actual requirements, (2) the debiting to a particular work 
for which funds axe available of the value of materials intended to be utilised 
on another work for which no funds are available, (3) the writing back of 
the value of materials used on a work to avoid excess outlay over appro- 
priation, etc. Any breach of this rule constitutes a serious irre^arity, which 
will be brought prominently to the notice of the local Government by the 
Accountant General. • 

174. (a) The accounts of stores are based on the fundamental principle 
that the cost of their acquisition should be debited to the final head of ac<x>unt 
concerned or the particiritor work for which they are required, if either of these 
can be detentiined at once ; otherwise, it should be kept in a suspense account 
pending clearance, as the materials are actually issued, by charge to specific 
heads of account or works. 

{b) In accordance with this general rule, the cost of the supply of all stores 
required as tools and plant for the general use of the division, is debited at once 
to the* minor head ''' Tools and Plant/’ subordinate to the major head 
under which such charges of the division are classified ; and special items of 
tools and plant which are required not for general purposes but for a apecjfio 
work, are charged ofE to that work. also paragraphs 1 and 4 of 
.App^dix 7. 

(c) Similarly, all road-metal required for the maintenance of a road or 
section of a road, is charged at once to the minor head “ Repairs ’’ 
(Communications) under the major head concerned, against the estimate 
sanctioned for the collection of it, and when road-metal is acquired specially 
for use in the construction of a road or other work, its cost is debited to the 
estimate for such construction. 

(d) In the case of other materials, when purchases arc made fox the 
requirements of works generally, the cost is accounted for under the suspense 
head Stock,” vide paragraphs 359 and 360 of the Public Works Department 
Code. Materials purchased specially for a work are, however, charged to 
that work. 
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175. The four classes of stores eaumerated in paragraph 344: of the Public 
Works Department Code, thus fall into two distinct categories as shown 
below 

(1) Stores charged to Suspense — 

(i) Stock. 

(2) Stores finally charged oQ — 

(li) Tools and Plant. 

{Hi) Road-metal. 

(»r) Materials eha^rged to works. 

176. With certain exceptions [vide paragraphs 312 and 318 (c)], a numerical 
or quantity account of receipts, issues and balances has to be maintained 
for ali stores, even though finally charged off, with a view to control the 
balance eflGiciently until the stores are finally disposed of either by con- 
sumption on works or otherwise. This quantity account has further to be 
reconciled periodically with the value accounts except in the case of Tools 
and Plant and Eoad MetaL The rules in this chapter are framed on the 
principle that, as far as possible, the initial records of all stores, as also the 
returns of subdivisions, ^ouid t^e account of quantities only, and that the 
value accounts should be maintained in the divisional office. 


B.— STOCK. 

L — GtenCTal. 

177. The stock of a division is sometimes kept in a single godown or yard in 
the charge of a storekeeper or other officer, or each Subdivisional Officer may 
have a separate stock in his charge, either at his headquarters or scattered 
over tile subdivision in the direct custody of subordinates or other sectional 
affieeiB. Agsai^ the stodr, although scattered over the entire division, may 
be Itt ti)^ gsneml <Aaig& of a tingle official and the Subdivisional Officers may 
naeiitiy todeat upon he fc^ping al tiie accounts. The tnlos prescribed 
btiow wffl apply whatever be ijte arrangement in force in ^ 

178. Stock acooimts may be maintained in a subdivitional office, even 
though the officer in charge is not authorised to keep a cash account in Form 1. 
A separate account should be kept in the divisional office of any stock which 
is directly under the chaige of the IHvitional Officer or of an officer under his 
orders and not under the orders of a Subdivisional Officer. 


IL— Quantity Accounts. 

(o) Receipts.- 

W9. Materials may be received on stock from the following goatees : 

(а) SuppEers, 

(б) Stores Bepartmenti Ijondon, 

(c) Other subdivisions, divitions oir departments (including Government 
workshops), 
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{d) ^Mantifacture, and 

(e) Works, |)uildiiigs, etc. 

In all cases there should he liroper authority for the receipt, by the store- 
keeper or the sectional officer concerned, of materials to be brought on stock, 
This authority should be given in ’vriting by the Divisional Officer or, if so 
authorised under local orders, by the Siibdivisional Officer. 

180. An materials received should be examined and counted, or measured, 
as the case may be, when delivery is taken. The record of the detailed count 
or measurement should be kept in the Measurement Book in the manner pre- 
scribed in paragraphs 280 and 281, and the total number or quantity received 
should be simultaneously entered in the Eegister of Stock !l^ceipts, Form 8. 
Such acknowledgment as may have to be given to a supplier for stores received 
from him can be signed only by the Divisional or the Subdivisional Officer. 
Any certificate that the storekeeper or sectional officer concerned may be 
called upon to record in respect of the receipt of stores, for this or any other 
purpose (vide paragraph 191), should be in the following form : 

neoeived on and duly re 3 orded in the Register of Stock Receipts. See also page 

of Measurement Book iSo. . 

Bate {Signature). 


(b) Issues. 

181. Materials may be issued from stock for the following purposes : 

(fl) for use on works either by issue to contcactors or direct (paragraph 
307); 

(6) for despatch to other subdivisions, divisions or departments, 

(c) for sale to contractors, emplov4s, other persons or local bodies, vide 
paragraphs 462(b) and 467 (e) (ii) of the Public Works Department 
Code. 


They should be issued onlv on receipt of an indent (Form 7) signed by 
the Divisional or the Subdivisional Officer. But when a sectional officer 
has to issue stock materials for the requirements of works under h i ms elf, 
the use of this form is not obligatory, if the sectional officer has been autho- 
rised under local orders to draw such materials from his stock up to any 
assigned limit not exceeding the provision made for materials in sanctioned 
esti^tes. 


1. Wheu Rasters of Stock Issues and ^rks Abstracts, 

should see that in practicfe this role is observed stnctly, and they should 
instances of unauthorised and. excessive issues to works made by sectrionai omoers withotrl) doe 


cause. 

2, The term ‘‘ Wotks ” includes manufacture operations, vide Rule 1 to paragraph IS7, 

182. Indents should be filled up carefully as all subsequent acoountmg 
depends upon it. In the column “ Head of Account, etc. , b^des mtemg 
4)he name of the account head to which the issue of stor^ is oha^^able^ full 
names of divisions and offices to which stodk is to be issued and of conteotois. 
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employes, other persons or local bodies to whom it is authorised to be sold, 
should be added in all cases in which stores are ordered to be issued otherwise 
than for the requirements of works within the division. The last column, 
headed '' Name of Work, etc.”, should be filled in only when the stores are 
required for works viithin the dinsion, and in such cases the full name of the 
work as given in the estimate, should be entered, as well as the name of the 
contractor from whom the value is recoverable {vide paragraph 307). 

183. When issuing materials from stock, the storekeeper or sectional officer 
should examine the Indent (Form 7) and sign it in the space provided for 
the purpose, after makin g suitable alterations (attested in each case by his 
dated initials) in the description and quantities of materials, if he is unable 
to comply with the indent in full. He should then prepare and sign the form 
of the invoice attached to the indent according to the supply as actually made, 
and smultaneously make an entry in his Register of Stock Issues, Form 8, 
The indent should be returned at once to the indenting officer and the 
signatum of the officer receiving the materials should be obtained, as soon 
as possible, on the invoice which should be treated as a voucher in support 
of the entry in the register. 


l. It be tbat tbe acknowledgment of mateiiais is signed either by the person 

to whom they are o^red to be ^Uvered or despatched, or by a dtdy authorised agent. This 
precaution w sp^ially necessary in the ease of issues to contractors and private persons whose 
acknowledgments should set forth all the particulars mentioned in paragraph 310. 

^ applies to issues made to contractors by the sectional officer himself without 
the production of an indent signed by higher authority (vide paragraph 181), 


184. Wien making entries in the Register of Stock Issues tlie storekeeper 
or SMtioiml officer should pay particular attention to record in the columns 
headed To whom issued ” and “ Head of Account, etc.,” the fuU particulars 
as given in the last two columns of the Indent or as otherwise known to him. 


n f partiotOarB lequired to be entered in the 

™ 182) should invariably be giren in 


general rule in paragraph 173 tha;t aU stock 
^ ?? accounts as soon as they Occur, the local 

^y- a sectional officer 

ffitrect to worics [nde ^ragraph 307 (2)] under his supervision may be shown in 
montT”*™^ coilt'ctively once a month when closing the accounts of the 


{©) Abstracts op Receipts and Issues. 

^ fe^tions of the entire subdivision should be 

Eeceipte” (Rom 9) and 
forms shoiffii be 
Registers of Stock Recdpts aad 

Stock lasne^ Fom 8, eotoes being made only in respect of qftantities. 

fcr «dh diittac* 
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articles by the prescribed heads of Stock. After all transactions of the month have been posted, 
the total receipts (or issaes) of each article should be computed and noted ia the column headed 
“ Quantities ” in the upper part of the form. Ko entries need be made in the subdiviaional 
office in any of the money columns in either part of the form, as these wOl be up in the 
divisional office, vide paragraph 197. 

2. In posting column 1 of the Abstracts, those receipts and issues of the month, which repre- 
sent transactions the value of which is brought to account in the same month through the cash 
book or transfer entries, should be separated from transactions not so brought to account withhi 
the month. See paragraph S73. 

3. It is left to the Subdivisional Officer to make the most suitable arrangements for collect- 
ing the information required to complete thc&e Abstracts. The Register of Stock Receipts 
and St^k Issues of subordinates stationed at the subdivisional head-quarters may be obtained 
in original, and storekeepers and sectional officers at out-stations may be required to famisli 
copies of their registers. Care should be taken to reconcile all transfers of stock between sub- 
ordinates of the same subdivision, and reconciled transactions connected with such transfers 
within the sub-division should not appear in the Abstracts of the subdivisioiL 

4w The Registers of Stock Receipts and Stock Issues mamtadned by sectional ojBficers may, 
if necessary, be closed a little earlier than the date fixed for the closing of the subdivisional 
accounts. See Rule 1 to paragraph 538. 

187, When abstracting tihe transactions recorded in the Eegisters of Stock 
Keoeipts and Stock fesues, care should be taken to observe strictly the pre- 
ambed accounts classification, vide Appendix i. It is not sufficient to enter 
the name of the major head affected, but the minor and detailed heads should 
also be stated, as well as the additional particulars mentioned in paragraph 
18A 


1. Although “ manufacture ” is a sub-head of the Stock account, issues of stock to manu- 
facture operations and receipts of outturn from manufacture, should be accounted for in the 
same way as issues to or from any other distinct head of account, and each manufacture operation 
should be treated as a separate work. See also paragraph 79. 

188 • The quantity accounts of a particular month show all quantities 
received or issued in that month ; but the corresponding cash payment, cash 
recovery, or other adjustment may not always appear in the divisional 
accounts of the same month. To secure agreement between the quantity 
and value accounts, receipts and issues, the value of which cannot be adjusted 
in the accounts of the month in which the actual transactions take place, 
should be accounted in the Abstracts under the suspense heads Pur- 
chases ’’ and Mscellaneous P. W. Advances ” respectively. See also Rule 
2 to paragraph 186. 

(d) Half-yearly Balascii Retubk. 

189. (a) The total quantities of the receipts and issues of each article of 
•stocks as recorded in the Montiify Abstract, Forms 9 and 10, should, before the 
Abstracts are transmitted to ttia divisional office {vide paragraph 641), be 
posted in the Half-yearly Balance Return, Form 11, in the columns provided 
for the month concerned both under ** Receipts and “ Issues As soon 
as the receipts and issues of the last month of the half-year are posted, the 
closing balances should be worked out and entered both in column 21, Closing 
balance carried forward,” of the return for that half-year and in colxunn 6, 
Balance brought forward,” of the return for the next half-year. 

(6) A separate return in this form should be prepared for each of the half- 
years ending September and March, that for the September half-year embrac- 
ing only transactions up to the date on which the monthly accounts of the sub- 
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division are closed. The return for each half-year should embrace all articles 
in stock. 

(e) Columns 22 and 23 of the form of the return are provided so as to give 
the subdiWtional and the divisional otficers an opportunity of commenting on 
the condition of the stores or on the rates, and of noticing cases in which the 
balances are in excess of requirements. 

{ e ) Corrections. 

190, (a) Any errors that may be discovered in the Eegisters of Eeceipts 
and Issues or in the Monthly Abstracts, before the accounts for the month 
are closed, may be set right hy the Subdivisional Officer. Such corrections 
should be made neatly by scoring out the incorrect figures or other entries and 
writing the correct ones above them and they should be attested by dated 
initials. 

1. Storekeepers and sectional ot&cers may similarly correct their respective Registers of 
Receipts and Issues before submitting them to the subdivisional office. 

(6) Mistakes subsequently noticed should not be corrected except in ac- 
cordance with a formal tieansfer entry, or under instructions received from 
the divisional office. 

(c) Erroneous entries noticed in a Half-yearly Balance Return, which has 
not yet been submitted to the divisional office, may be corrected by the Sub- 
divisional Officer, only if the corresponding entries in the Monthly Abstracts 
concerned, or in the previous Half-yearly Return, are correct or have been duly 
Bet right- 

m. — Value Accounts. 

(а) Payment for stock received. 

ISl. Bills of suppliers should, before payment, be examined and dealt 
with in the manner prescribed in paragraphs 276 and 284 — 296 . 

' ' ^ Spacitl is izkvifsed to the rate in paragraph 205 the object of which is to prevent 

or doable oMto being pnt forward saccesefuily. Storekeepers and sectional officers 
desiwQ, be rt^nired to vmify sapplters' biBs before payment {vide paragraph ISO), but 
the disbarsiiig officer is Tesnonaibte that no payment is made unless the precantions r^rred 
to above have been obsarveo. 

198. C.'.jh payment should not be made for stock received from other 
sources except in accordance with the rules in Appendix 6 to the Civil Account 
Code, \ oL I, When under those rules payment for supplies made by any 
department is made in cash, the claims of such department should be dealt 
^th in the same way as those of suppliers. In other cases, the necessary ad- 
TOtaientof the cost, through the remittance or other head concerned, should 
DO made by divisional office in accordance with the instructions in 
XVI, after obtaining a verification of the claim, which 
shot^ not be certified without crossing off the connected measurement book 
entries with a suitable lemarfe. 

(б) Eecoveeies for stock issued. 

{i) Issue mtes. 

^^188. An Issue Bate is assigned to each new airticle as it is brou^t on stock. 
xjIib rate is fixed on the pzinciple that the oost to be charged to works on which 
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the materials are to be used should approximately equal the actual cost of 
the stores and that there may be no ultimate profit or loss in the stock accounts. 

It should provide, beyond the original price paid, for cost of carriage, and 
losses from depreciation or wastage, but should in no case be in excess of the 
market rate. 

1. It is not necessary that the Issue Rate for an item should be the same in all subdivisions, 
but a uniform rate should ordinarily be prescribed for all localities in a subdivision- 

2. The Issue Rates should be worked out to the nearest anna, as far as possible. 

194, As purchases are made or contracts for the supply of materials are 
entered into, variations in cost should be watched, and if these are appreciable, 
Issue Rates may, and in important cases shall, at once be raised or lowered, 
as may be necessary. Further, when closing the Half-yearly ^ Register of 
Stock (paragraph 203), all rates must be reviewed and revised if necessary, 
to bring them within the market rates. 

195, If the Issue Rate of an article of stock is appreciably less than the* 
market rate, the following precautions should be taken in addition to any 
xestrictions on sales or on issues outside the division which the Divisional 
Officer may prescribe ; — 

(а) Issues to contractors and sales should be made at market rates^ but 

see paragraphs 308 and 309. 

(б) Issues to other divisions and departments may be made at a rate higher 

than the Issue Rate. 

(w) Mode of Recovery. 

196* (a) The Sub^visiona! Officer is responsible that the value of matenala 
«old to municipalities, Local Funds and the public, and of issues imde to 
-contractors for private use, is recovered in cash at the earliest opportumty. 

1. A Sale Account in Form 19 should be prepaied in support of every such sale. 

(6) All adjustments of the value of stock issued exception sale sho^d^ 
by the Divisional Officer as in the case of receipts, woe par^aph 19/. 
The Subdivisional Officer is, however, responsible for the clea^w from .worn 
accounts, of all outstandings against contractors on account of the leeoveiaDte 
value of materials issued to them by chaise to works. , .1 

(c) The 10 per cent, supervision charge should "be ^ 

• the value of stock in aB cases in which it is tecoverahle under para^ph 
of the Public Works Department C!ode, but the amounts recovered on tms 
account should not be treated as receipts on account of stock, but as revenue 
receipts, or receipts on capital account, as the case may be. 


(c) VaxtrATiOK of Quantht Aoooxratxs. 

197. When received in the divisional office, the Absfascts of Becapts and 
Issu^ will he incomplete in respect of (1) the values of quantifees stoTO a 
received and issued, and (2) cash or adjustment cha^ f 
isnfilme opeiatioBS and incidental charges, such as those for oarmge* loading 
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and unloading of stock materials. They should now be completed in both- 
these resiwcts, 

1. The loTrer part of each Abstract should first be taken up. In this part, quantities of the 
tfiTcriil articles received or h&ued in connection witli each transaction have already been entered 
separately in the coltamns piovicled for this purpose, vide Knle 1 to paragraph 186. These 
(Quantities should how he vahed by recording the amount of each just below it, and the total 
TaJne of each transaction should be shown in the first money column (third column of Form 9 
or eeoand column of Form 10, as the case may be). Total should then he struck in the next- 
money column, **' Total,'’ separately fox each head of account. The upper part of the form 
should be valued next. The total of the values entered against each article in the lower part 
should be shown in the column headed Amount (separately for each article) ” against that 
article, it being seen further, in the case of issues, that this total is eq^ual to the rate for the article 
mnltiplied by the total quantity. Finally, the entries in the last money column should he 
totalled up, wth for each subhead of 8tock and for the whole Abstract. The grand total should 
a^ee with the total of the second money column Total ” in the lower part of the form. The- 
cash and transfer entiy debits and credits to stock (r/V?e Rule 2 to paragraph 186) should be 
agreed wilh the transactions pertaining to Stock brought to account in the cash book and the 
tnuaftfer entry book, vide paragraph D73. 

2. Receipts should be valued on the basis of the prices paid or payable as per bills or other 
claims. Extra charges, when paid or adjusted, should be posted as separate items without 
quantities. 

3. lasoes should be valued at the Issue Rates fixed for the purpose, vide paragraphs 
193 to 105. 

4. All entriea made in the divisional office should be in red ink to distin g ui s h them from 
these made in the subdxvisional office. 

188. Carriage and other incidental charges should be debited to stock only 
■when they are incurred' in connection -with the general stock requirements. 
See also paragraph 379. 

199. To classify and collect, by objects of expenditure, the charges debited 
to Stock feom time to time, the same procedure should be observed as is 
adopted in respect of expenditure on "works, that is, works abstracts and 
registers of works should be maintained. See also paragraph 567. 


£7.— Half-yearly Begister of Stock. 

SOO. im account should be maintained in the divisional ofSoe to record, 
month by month, separately for each subdivision, the taansaciioiiB relating 
to each item of stock. This account should he in Form 12, Half-Yearly RegiB- 
ter of Stock, which is in three parts : — 


Part I. — The Eegister. 
Part n. — The Summary. 
Part HI. — ^The Review. 


2ffL IPaxt 1 should be posted monthly from the subdivisional Abstracts,. 
Fornffi 9 and 10, and balanced half-yearly, in the same manner as the sub- 
divisional Half-yearly Balance Returns, vide paragraph 189. Only qmmtilaes 
need he posted, but if it is desired to maintain a value account of the 
receipts, msues or balances of amy particular items, there is no objection to 
values being recorded, in red ink, immediately below any of the quantities. 
The values of the total receipts and issues of each sub-head must, however,, 
bepoetedw 


' iij?* ^ tefoie the Birisianal Officer 'witlzin a week after the’ suh- • 

pf tb* Amsott to the Aeommto^ 
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202 . At the end of the half-year, the closing balances of quantities should 
be reconciled with those shown in the Half-yearly Balance Returns received 
from Subdivisional Officers, vide paragraph 542. The closing balances of 
the aggregate values of sub-heads should also be struck. Their reconciliatiGn 
with the accounts will be effected through Part II, vide paragraph 204. 

203 . The Register should then be closed, the following instructions being 
observed in respect of money columns 20 to 24 : — 

(а) Marled Bates {Column 24), — This column should be filled up, in respect 

of each item, under the orders of the Divisional Officer, by a person 
other than a ministerial subordinate. It should be written up 
at or about the close of the half-year, but before any entries are 
made in the column for Future Is^e Rates. 

(б) Current Issue Rates {Column 2Q.— This column will have been filled 

up at the commencement of the half-year in respect of items?- 
brought forward from the previous half-year, and subsequently, 
from time to time, in respect of new items and items the rates of 
which are revised during the half-year. 

(c) Value at Current Issue Batee {Column 21), — This column should be 
written up at the close of th^ half-year and should represent the 
value of the closing balance at the Issue Rates current during the 
last month of the half-year. 

{d) Future Issue Bates {Column 22), — This column should show the rate 
for issues during the following half-year which should be fixed,, 
separately for e^ item, in acxxjrdance with the priociplee laid 
4own in paragraph 193. When opening the Register for the* 
following half-year, the rates as shown in this^ column should 
be transcribed into the column for Current Issue Rates of that 
register. 

{e) Value at Future Issue Bates {Column 2$), — ^This column should show 
against each item the value of the closing balance at the Future 
Issue Rate. The entries in this column should be totalled by 
sub-heads of stock for each subdivision and if the total of any sub- 
head does not agree with the corresponding book balance as brought 
out in column 19 {vide paragraph 202), an adjusting entry {fine 
or minus as the case may be), should be made, and a farther total 
struck, which should agree with the correct balance. 

. ^)4. Part II, Summary, is intended to serp^e two purposes : — (1) to prove 
the value balances brought out in column 19 of Part I {vide paragraph 202), 
and consequently the amounts of the surpluses and deficits requiring adjust- 
ment in consequence of the revision of rates, and (2) to abstract the value 
balances, so as to bring out, by sub-heads of stock, for the entire division, the 
aggregate Value at Current Issue Rates side by side with the balaxices as. 
shown in the accounts. 

205. When Part II is completed, the Divisional Accoimtant should write 
up his report in Part III and submit it to the Divisional Officer, who will then 
review the Register of Stock and record his rmarks and orders in Part HI. 

1. This review sliotild be directed to see specially that stores are priced in accordance with* 
the rules, that stocks are taken periodically by responsible officers, and that stocks of individual 
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iire ra a >nsni‘-raticin of a.'rual re«ia:remeats of the near future and with due 

rr*7-4r«l t ■> th^ artrarn L‘OT3vani;>tioa o: the pa-nt. Tne object to secure ls that the stock on the 
rp^i-Pr f<;un only of effi-bn: a*. I n*-*jcs=iiry articles priced within the rates at which 

tai^y purchased at the tiuie. 

206. It is optional witii the local Government, in consultation with the 
Accountant General, to prescribe the maintenance of yearly Registers of Stock 
and to pe mit that they may be closed and reviewed annually. Important 
revisions of Issue Rates, which may be necessitated by fluctuations of cost, 
should, however, be made at once and not deferred till the close of the year, 
vide paragraph 194. 


V.— Ledger. 

207. The maintenance of a continuous ledger for each article of Stock 
is not necessary. It is permissible, however, to use loose card for leaf ledgers, 
in suitable form, in cases, e.g., those of electrical stores, where the number of 
artides handled is large and frequency of transactions renders it desirable to 
maintain, in. respect of each article, a day to day record of the quantities 
received and issued, presenting the resultant balance after each transaction. 
Where this system is adopted, following msiruciaons should be, observed : — 

(a) The card or leaf ledgers should be written up in respect of quantities 
only, but, if values are entered therein for any purpose, they will 
not be recognised for purposes of accounts. 

(h) They should not replace the Register of Stock, Form 12, hut should, 
on the other hand, be reconciled therewith at convenient intervals. 

(c) If the maintenance of the Registers of Stock Receipts and Stock 

Issues, Form 8, is considered unnecessary, they may be dispensed 
with, provided that suitable arrangements are made for the Ab- 
stracts of Stock Receipts and Stock Issues, Forms 9 and 10, to be 
writteQ: up, as transactions take place, either by a responsible 
offidai or on “the anthority of written reports signed by such an 
official, and supported by-neoessafy vouchers. 

(d) The ledgers, if necessary, may be kept in a convenient position in the 

store godown, but they should be kept locked, the keys being*in 
the custody of the person responsible for making entries tberaiT^ 

VL — Stock-taking. 

80& Tbe zestdts of all verifications of stock (ride paragraphs 361-363 
ol the PuWfo WoAb Department Code) should be reported to the Divirional 
OfBoer for orders, bat, as soon as a discrepancy is noticed, the book balance 
must be set ri^t by the verifying officer, treating a surplus as a Receipt and a 
deficit as an Issue, with a suitable remark. 

209. (o) T^ value of stores found surplus should be credited at bhce as 
a revfentie receipt or a receipt on capital account, as the case may be. 

(&) The value of a deficit should, however, not be charged off finally, but 
Ic^ undar “ Mishelkneous F, W. Advances ” pending recovery or adjustment 
of comgpeteirb authorify; When the loss is de<flaied to be kre- 
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coverable and its write-off ordered, a transfer entry should be prepared clearing 
the head “ Miscellaneous P. W. Advances ” by debit to — 

(i) the works for which the stores were specially collected, if the accounts 

thereof are still open, or 

(ii) the general head “ Losses on Stock ” under one or more major heads 

as may be decided by competent authority, on a consideration of 
the objects for which the stores were stocked. 

210. The rule in paragraph 362 of the Public Works Department Code 
requires that the stock-taking of a subdivision may go on gradually through- 
out the year. The stocks of an article in a subdivision may, however, be 
scattered, and it may, therefore, not be possible in such a case to test the 
aggregate book balance of any article for the subdivision, by an actual veri- 
fication of all the stocks of it at the same time. Where such conditions prevail, 
the foUowing expedients are recommended for adoption under the orders 
of the local ^vemment : — 

(а) Sectional officers may be required to maintain quantity accounts of 

receipts, issues and balances (in a form similar to the Half-yearly 
Balance Return) of stock materials in their charge. These 
accounts should be posted monthly from the Registers of Stock 
Recdpts and Stock Issues before ^e latter are submitted to the 
Subdivisional Officer. 

(б) These accounts should be submitted to the sabdivisional office at the 

close of eswh half-year for record after lecrmciliation with iie 
H^-yearly Balance Return of the subdivision. 

(c) As far as possible, the various stocks, in charge of a sectional officer 
of each article, should be verified at or about the same time, so 
that the difference between the sectional book balance and the 
actual balance may at once be known. This difference should be 
adjusted in tbe manner prescribed in paragraph 208, without 
waiting for the results of verification of stocks in other sections. 

1. Before the adjustment of a difference ia accepted finally by tb© Subdivisional 

he should test the correctness of the sectional oMcer^s book balance by rekmim to the lecorde 
of his own office. 

2. If the relation referred to in pararaph 1S5» has been authorised by the local Govern- 
ment, the sectional officers should be r^uired, at the time of the stock taking, to bring to aeeotmt 
all issues to works made sinoe the closing of the previous month’s accounts. 

211. Tlie procedure of Yerification outlined iu the foregoing paragraphs 
is suitable primarily for divisions executing ordinary works. In the cases 
of special stores depots or divisions, or of constraetion divisions where 
there may he large concentration of stores, it is possible to arrange for a 
continuous or periodical verification of stores by an official of fihe Audit 
Department working under the orders of the Accountant General. Where 
such audit verification is practicable, the detailed procedure will be 
prescribed by the Accountant General in consultation with the local 
Government. 
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vn. — Rectification of Accounts. 

212. Clerical errors in value accounts of stock should be dealt with generally 
under paragraph 159 ; see also paragraph 190. Corrections of errors discovered 
after closing the accounts of the month, should, when permissible, be made 

(i) by nrnVirig entries of values (without quantities) in the Stock accounts 
of the current month when no change is to be made in the head of account 
affected, and (ii) by preparing transfer entries in other cases. 

213. Other corrections in Stock accounts may be necessary in the following 
cases : — 


(») When quantities are found surplus or short, either as the results of 
stock-taking, or otherwise, mde paragraphs 361-2 and 365-6 of 
the Public Works Department Code. 

(ii) When Issue Sates have to be raised or lowered, vide paragraph 

194. 

(iii) When stores of any description become unserviceable (vide paragraph 

369 of the PubUc Works Department Code) and have, therefore, 
to be removed from stock. 


214. These corrections should be effected in the following manner : — 


(а) Both in quantity and value accounts, all additions to quantities 

shoidd be treated as Eeeeipts, and reductions therein as Issues, 
a suitable remark being made in the entries in Forms 8, 9 and 10 ; 
see also para^phs 208 and 209. These entries must be 
as soon as differences in quantities come to notice, but in the 
case of materials to be declared unserviceable, no adjustment 
should be made until receipt of orders of competent authority, 
which should he obtained on a Survey Report in Form 18. 

(б) Alfceiations in rates made when closing the Register of Stock should 

be carried out as indicated in paragraph 203(d). Those made on 
other oceamons should be noted at once in Part I of the Register 
of Stock by making a fresh entry (with the month of change) 
in column 20. The resultant rectification of the value of the 
stock balances should in all cases be made only when the Register 
of Stock is closed, vide paragraph 203(e). The adjusting entries 
refei^ to m that paragraph should, however, be cleared on 
t competent authority, this clearance being 

eSec^ by making suitable value entries, without any quantities, 
m fibe Ab^racte of Receipts and Issues, Forms 9 and 10, as the 
ca» may be, ^ vdues being classified in accordance with the 
pHQx^pIc in par^raph 209. 


wr^on will he u^e m the accounts in respect of stores 
r vide paragraph 364 of the PuhUc 

continue to be borne on the Stock 
until tranaffli^ elsewhere or otherwise disposed of in the oidinmr 
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C.— TOOLS AM) PLAXT. 

I.— General. 

218. The tools and plant of a division are of two kinds : — 

(а) General or ordinary tools and plant, i.a., those required for the general 

use of the division. 

(б) Special tools and plant, i.e., those required not for general purposes, 

but for a specific work. 

The cost of the supply, repairs and carriage of articles of class (a) is charged 
to the min or head “ Tools and Plant,” whereas similar charges of class (6) are 
borne by the work concerned. In both cases, the cost is charged in the 
accounts against sanctioned estimates, in the same way as expenditure on 
works, though for purposes of sanction it is treated as expenditure on tools 
and plant. 

217. Numerical accounts of articles of both classes should be kept in 
accordance with the following rules, a separate set of accounts being main- 
tained in each subdivision and one in the divisional office. 

1. The rales relating to nnmerioal accounts of Tools and Plant apply also to imperishabl® 
arfcioii», type'-wiiters, furniture of rest houses, surgical instruments and hospital fumitujo 
of canal di^pensttries, etc., eto., whether acq,uired , by charge to heads of account other than 
tools and PbaV’ or received free of cost. 

218. The accounts of tools and plant issued for use by subordinates of the 
subdivision, or temporarily lent to contractors, as well as those of articles 
lent to locd bodies and others under competent authority, should be ispeciaBy 
reviewed periodically, and it should be seen that the articles are returned 
without unnecessary delay and in good condition. 

1, This paragraph also applies to tools and plant sent out for repair-. 

n.— Numerical Accounts. 

{a) PtECEIPTS. 

219. All articles received should be examined and counted when delivery 
is taken, and the transaction should be posted in the Account of Receipts of 
Tools and Plant, Porm 13. Such acknowledgment as may have to be given 
to the person from whom the articles are received, can be signed only by 
the Divisional or Subdivisionai Officer. An acknowledgment should invari- 
ably be given when articles lent are received back. 

1. The record of the detailed account should, in the case of purchases from a uppl5er3,be kept 
in the Measurement Book in the manner prescribed in paragraphs 280 and 281. 

2, The entri^ in Form 13 in respect of the receipt back of arfcioles lent or sent out (vide 
paragraph 218) should be made in red mk, with a reference to the original fflitriea in the AooKmt 
of Issues of Tools and Plant. 


(6) Issues. 

220. All transactions of issues (including those of articles referred to in 
paragraph 218) should be posted in the Account of Issues of Tools and Plant, 
Form 14. Except in the case of cash sales, unstamped but dated acknowledge 
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meiits miist be obtaiued in support of all issues, and in tbe case of tools, etc., 
lent to contractors, sucb acknowledgments should further set forth the valua- 
tion of the articles lent, as determined by the Subdivisional Officer. See also 
Kule 1 to paragraph 183. 

L Entries of articles referred to in paragraph 218 should be made in red ink. 


(c) Eegistbr op Tools a^id Plast. 

321. A consolidated account of the receipts, issues and balances of tools 
and plant should be maintained in the subdivisional office in Porm 15, Register 
of Tools, and Plant. This account should be for the twelve months ending 
September, that is, it should embrace transactions up to the date on which 
the accounts of the subdivision for that month are closed. It should be 
kept in three parts : — 

Part I. — ^For articles in hand. 

Part II. — -Pox articles temporarily lent or sent out, vide paragraph 
218. 

Part III. — ^Por diortages awaiting adjuBtinent. 

In Part I articles should be grouped under the prescribed sub-heads, 
which are — (1) Scientific instruments and drawing materials, (2) Plant and 
machinery, (3) Tools, (4) Navigation plant, (5) Camp equipage, (6) live 
stock, and (7) Office furniture. In Part II the entries ^ould be Tna^A in. 
a separate section for each contractor ox other person to whom the articles 
are lent or sent out for repairs, etc. Part III is brought into use only if any 
shortages come to notice, and the mstructions relating to it are given in para- 
graph 234. 

223. Parts I and II of the Register should he posted thus — 

(а) The Accounts of Receipts and Issues, Ponm 13 and 14, should 

&st be totalled up monthly whrai closing the accounts of the 
month. 

(б) The total rweipts and issues of each article thus arrived at should be 

jiosted in Part I of the Register, Perm 16, in the columns for 
Receipts and Issues respectively. 

(c) Each separate transaction connected with articles lent or sent out 
{vide paragraph 218) should further be posted in Part II in the 
section reserved for the contractor or person concerned, articles 
lent, etc., being shown under " Debits ” and those received back 
under Credits 

223. As soon as the transactions for the month of September have been 
posted, the account should be closed and balanced, and the dosihg. balances 
should be carried forward to the next year’s return. 

234. A s imi la r register should also be maintained in tiie diTOiional office 
separately for each subdivision and, at the end of the year, the closmg balaauoes 
as per this roister should be reconciled with those shown in the subdivisional 
legfcter. 
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EL— Payment for Supplies. 

225. Payment for tools and plant received from suppliers and other sources 
should be made generally in the manner prescribed for stock receipts in para- 
graphs 191 and 192. But when the Mathematical Instrument Department 
is unable to supply any instruments indented for and arranges for their 
purchase, the supplier’s bill will, if that Department so desires, be paid in cash 
or by a Eemittance Transfer Receipt. 


IV.— Recoveries. 


' (a) For use of Tools and Plant. 

226. The procedure to be observed in charging the cost of tools and plant 
in the accounts of a division and in m.aki.ng adjustments on account of cost 
of tools and plant used on works executed on behalf of other divisions, 
departmenl^, etc., and on certain works of the division itself, is described 
in Appendix 7. 

227. When tools and plant are lent to local bodies, contractors or others, 
vide paragraph 218, the hire and other charge should be determined by local 
rules and should be recovered regularly. 

228. The whole cost of carriage of all Government tents belonging to 
Executive and Revenue officers should be debited to ** Tools and Plant 
If they are used wholly or partly for private purposes, recoveries will be in 
accordance with rules fram^ by the (^vemments concerned on this brfialf, 
and should be treated as reduction of expenditure under the same head. 


{&) Fob Sales and Transfers. 

'229. The Subdivisional Officer is responsible that when tools and plant are 
disposed of by sale or otherwise, with the sanction of competent authority, 
the amount recoverable from the parties concerned is realised at the earliest 
opportunity. If the amount is not recovered within the month in which the 
articles are delivered, it should be charged to Miscellaneous P. W. Advances 
as a sale transaction, by the issue of a transfer entry. 

2. A Sale-Accaxmt in Form 19 i^onld be prepared in snpporfe of eveiy transaction. 

250. When tools and plant are transferred to other divisions or depart- 

ments, the Subdivisional Officer should note in Form 14 in red ink, just 
below the entries of quantities, the values thereof if recoverable under the 
rules in Chapter XVI. The necessary adjustment will be effected by the 
divisional office, ^ . 

251. The foregoing rules regarding the adjustment or transfer of the cost 
of tools and plant apply equally to special tools and plant (paragraph 216) 
the cost of wMch was charged to a work or pi»ject, provided — 

(1) that the articles are actually disposed of by sale, or transferred, on a 
valuation, to another department or Govemmenty 




62 


m4] 


STOEES. 


[Chap. Vn. 


(2) that when the articles are transferred to another work or project in 
the same division, or to another division within the same province, 
they are actually required for immediate use on a work or project 
which has already been sanctioned by competent authority, and 
the transfer value has been determined by competent authority 
in accordance with any rules prescribed by the local Government. 

It is not permissible to write-back the cost of special tools and plant, in 
anticipation of the possibility of the articles being utilised on another work or 
project at some distant date. 

1, articles can be removed from the numerical accounts, on the plea that the accounts 
of the work to which the coat of the articles was charged have been closed until they are actu- 
ally sold or transferred, or they having become unserviceable their write-off is sanctioned. 

V. — Verification. 

332. The rule in paragraph 208, regarding verification of stock applies 
also to verification of tools and plant, with the exception that when any 
article are found deficient, the note of the deficiency should be made in red 
ink in the Account of Issues, Form 14, without making any entries in the 
quantity columns, so that the articles may continue to he borne on the accounts 
of tools and plant, nntil the loss is adjusted by a recovery or a sanctioned 
wxite«ofi, see also paragraph 234* 

VI. — Rectification of Accounts. 

288. Clerical errors in the numerical accounts should be dealt with in the* 
maimer prescribed in paragraph 190 for stock accounts except that no transfer 
entries will be necessary. 

284. Discrepancies in quantities and losses should be dealt with as 
under; — 

(a) they are noticed, action should be taken as indicated in para- 
graj^ 282, losses being treated as deficiencies. 

(b) When writing tip the Register, 'Form 16 , the defipiendes should be 

registered in Part 111 undeir ** Debits and their clearance ^ should 
be watched. Articles found surplus will be treated as receipts in 
Part I, and will, therefore, require no further action. 

(e) If the deficiencies are made good in kind, the receipt or recovery should 
be shown in the Account of Receipts, Form 13, without Tna-TriT^g 
any entry in the quantity columns, and, when posting the Account 
into the Register, Form 15, the articles received Aould not be 
entered in Part I, but taken (with a suitable remark) direct to 
Part III, under Credits,*’ in clearance of the debit’ outstanding 
therein. 

(d) If the deficiencies are made good by recovery of cost or their .write-off 
sanctioned the articles ^ould be shown, as issued^ in the Ajcoount 
of Issues, Form 14, with a suitable remark, and when thfo wbry is 
transcrilted into the Register, Form 16, it should not only he 
entered in Part I in the ordin^^ way,’ but also entered with a suit* 
able remark in . Part III, as in case (c), thus dearing the delsh 
outstanding thereim 

1» Tbe authority to write-off ishoald be obtained on a Srurveer Repcsrt in Foxdi IS. 
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D.— ROAD METAL. 

L — Quantity Accounts. 

235. Supplies of road metal sliould be measured and paid for in tbe same 
way as supplies of other materials for works, vide chapter X. But as 
metal is often kept in store at the road-side before being laid down, a 
quantity account of it should be maintained in the subdivisional office in 
Form 16, Statement of Receipts, Issues and Balances of Road Metal/’ 
copies on loose sheets being submitted monthly to the Dmsional Office within 
a fortnight of the submission of the monthly accounts. 

1. The authority to write off should be obtained on a Survey Report in Form IS. 

2. This statement should show, mile by mile, the receipt, disposal and balances of road metal 
of each kind (stone, kunker, etc.). The balancje of metal in each mile should be sbown, whether 
there are any transactions on it during the month or not 

3. Separate statements should ordinarily be kept for metal collected for annual repairs, for 
renewals and for petty repairs. 

236. Id. respect of Daetal required for new roads or for renewal purposes 
tlie roaintenance of this detailed account showing the receipts, issues and 
balances, nnle by mile, may be dispensed with by the Divisional Officer, 
provided— 

^(1) that he should maintain in his own office, a register in a form 
similar to Form 35 (without values) showing, separately by each 
road or section of a road, the quantities of metal of each descrip- 
tion paid for, month by month, in connection with all estimates 
for collection, and 

(2) that, whenever any executive officer or subordinate responsible for 
any part of the balance of the metal is transferred, the accounts 
pertaining thereto should be verified. 

This verification should he generally on the lines prescribed in paragraph 
322, et seq, the consumption since last verification being computed on a 
consideration of the work of construction or renewal actuafly done in connec- 
tion with all estimates relating to the road or section. For this nuroose. 
Form 37 noay be used with advantage. 

n.— Bectaflcafion ol Aeeoante. 

237. Metal found surplus, as the result of check measurement (vide para- 
graph 337 of the Public Works Department Code) or otherwise, should at once 
be brought on to the quantity accounts. Deficits should, however, not be 
removed from the quantity accounts until recovery of their value or receipt 
of sanction to write-off ; but a red ink remark should be recorded at once and 
carried forward, from month to month, until the discrepancy is set right. 

nL — Schedule of Bates. 

288. A rate-book or Schedule of Rates showing the lowest rate at which 
Twafatl cab. be supplied to the road-ade throughout the diviaon, should be 
kept in the divisional office, in Form 17, with (guch modifications as may be 
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considered necessary to suit local conditions. The rates should be revised, 
from time to time, as old quarries are exhausted or new ones opened, or as 
other circumstances affect the rates. See also paragraph 366. 

IV. — Charges for Quarries. 

289. VTien land is taken up for digging road metal for annual repairs, etc., 
the cost of it should not be charged direct to any estimate of the ctirrent year 
if the supply of metal is sufficient for a series of years. The initTa l charge 
should be made against the sub-head “ Land, Kilns, etc.” of the Stock account, 
and that head should be gradually relieved, by debit to each year’s collec- 
tion estimates, in the manner prescribed for similar charges connected with 
manufacture operations, vide paragraph 389. 


E.— MATERIALS CHARGED TO WORKS. 

240. The account procedure relating to materials obtained specially for a 
work is described in Chapter X. Special tools and plant charged to works 
do not fall under the category of “ materials chained to works,” vide para- 
graphs 216 and 217. 
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CHAPTER VIIL— TRANSFER ENTRIES. 

841. Transfer entries, tliat is, entries intended to transfer an item of 
3ceceipt or charge from the account of a work in progress or of a regular head of 
account to the account of another work or head, ate necessary 

(o) In order to correct an error of classification in the original accounts ; 

1, Sometimes it is more convenient to classify items pertaining to several heads (or works) 
under a single head in the first instance than to classify them under each from the beginning. 
For example, when a joint work in which several parties are interested is undertaken, the indi- 
vidual transactions relating to it are taken to the account of a single party in the first instance, 
before closing the accounts of a month, the necessary distribution over all the accounts 
is effected by transfer entry. 

(6) In order to adjust, by debit or credit to the proper head of account 
(or work), an item outstanding in a suspense account or under a 
debt head ; 

(o) In order to bring to account certain classes of transactions which do 
not pass through the cash or stock account, e.jr. — 

(i) For credit to “ Purchases ” or “ London Stores ”, as the caae 
may be, on account of materials received for works from 
sources other than stock, vid& paragraphs 312 and 317 j 

(n) For credit to “ P. W- Deporits ” on account of bsdaacefs dm to 
contractors on closed accounts, vide paragraph 347 ; 

(Hi) For credit to Revenue heads on account of revenue not recovered 
in cash ; 

(iv) For original debits ox credits to Remittance heads based on 
transactions not appearing in cash or stock accounts ; 

(-u) For credit to the heads concerned of the several percentages 
leviable under the rules, e.gr., those on account of storage 
(when not recovered in cash), establishment, tools and plant 
and workshop charges, vide paragraph 367 of the Public Works 
Department Code and Appendix 7 and paragraph 437 of this 
Code ; 

(vi) For debits to “ London Stores ” on account of the value of Eng- 
lish Stores, vide paragraph 419 ; 

(d) In order to respond to a remittance transaction advised by the Ac- 

countant General or direct by the division or department concerned, 
if the coiresponding debit or credit to the remittance head has not 
abeady appeared in the accounts ; 

(e) In order to relieve the account of a work in progress of — 

(i) items which have ceased to be chargeable against the esrimata 
for the work, and 
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(//} hiar^zbe charges which can jio longer be kept within the accounts 
of rlie work {riele paragraph 340). Such transfer entries 
are necessan^ either when the accounts of any contractor or 
oi the work itself are to be closed, or when any recoveries 
t otherwise than in cash) have become due, e.g,, by the transfer 
of stores to any other work or account. 

242. For every transfer entry there must either be an authority in Foma 
53, Transfer Entry Order, or an order recorded on another document 
Survey Report, Form 18, and Final Bill of a contractor’s closed account 
placed under Public Works Deposits) which sets forth ail the necessary 
particulars ; see also paragraph 562. 

1, In case/J in Tibicb the Tran<(fer Entry Order is not reqnired to be snb^tted to audit witbt 
the Montbiy Account, paragraph 576, the necessary oi^eVf^ if not initiated by a^ 
diTif»iona] (»£ficer, may be signified by the Divisional Officer's initials against the entry in the 
Transfer Entry (paragraph 246.) 

2, There is no obiecrdon to a transfer entry covering a number of adjustments and correc- 
tSone, provided that the necessary partdcnlsaB are set forth in respect of each. 

243- A Transfer Entry Order may be mitiated by the Snbdivisional Officer, 
and should be so initiated by him in all cases faffing within clauses (a), (6), 
{c) and (e) of paragraph 241 which come within his cognisance. 

244, The Divisional Officer is responsible that no transfer entry is made 
in the accounts unless admissible under the rules, that a transfer entry is 
made as soon as it becomes necessary, and that Transfer Entry Orders in 
restect of transactions falling xmder dames (a), (6) and (e) of paragraph 
241, proposed by Subdidsional Officers, are countersigned by himself in 
token of accepjtance. 

1, Tian»fw entries should receive the special attention of Divisional Officers so that habitual 
stsad miacksaifications in the accounts of subordinate officers may not remain unnoticed. 

245« All Transfer Entry Orders should set forth such explanation of the 
correction or adjustment proposed to be made as would establish clearly the 
coixectnees and necessity of the entry. 

h In cases of correetkmB involving a reduction in the charges against the estimate of a work 
it k cissential not only that full particulars of the vouchers and accounts in which the erroneous 
charges originnUy app^wed are specified, but also that the circumstances in which the charges 
were wrongly allocate under the estimate for the work are clearly set forth. It is not sufficient 
to state that the charges were erroneously classified previously. 

S4S. AH tiansfei entries ordered to be made sbould be registered in the 
Transfer Entry Booh, Form 64, maintained in the divisional office. Entries 
should be grouped separately for each month in the accounts of which they are 
to he incorporated. Before the boot is closed monthly the Divisionsd Ac* 
countant should see that no adjnstments which are required to be ma^ onder 
any rule are omitted. 

247. No transfer should be made from one subhead to another in the 
accounts of a wort except on the authority of a formal Transfer Entry Order 
prepared in accordance vrith the procedure prescribed in this chapter and 
approved by the Divisional Officer. The order should be filed with the 
Works Abstract for the month in which the transfer is effected and it should 
not be entered in the Transfer Entiy Book. 
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CHAPTER IX.— REVENUE RECEIPTS. 

A.— GENERAL. 

248 . Public Works revenue is assessed and realised in accordance mth 
rules prescribed by the local Government. When collected, it should be 
correctly brought to account in accordance vrith the classification prescribed 
in Appendix 4. 

249 . Consistently with the provisions of the rules in this chapter, the 
detailed rules of account procedure relating to revenue receipts are prescribed 
locally by the authorities of the Public Works Department. See also para- 
graphs 61, 69 and 81 of the Public Works Department Code. 

250 . Distinction must be made between receipts which are finally credit- 
able to Government as revenue of the Department, and transactions which 
represent merely such cash or other value received as has either to be eventu- 
ally repaid or to be utilised to meet the cost of some service to be rendered 
or already rendered, or to be taken in reduction of expenditure previously 
incurred. Receipts of the latter class are creditable to the debt, deposit, 
remittance or expenditure head concerned and are not subject to the rules 
of this chapter ; see aRo Statement E of Appendix 4. 

1. Eor appropriation of unclaimed balances lying in tbe Deposit aoooxmts, see paragiapb 
451 . 

2. Cemetery Endowment receipts are not treated b& revenue, bat inteteet tlwwon is 
annually to Civil Works revenue in the books of tbe audit oSBoe, see paragrapk of Appendix 

5 . 

3. Receipts in connection with Distiiet Fund Works which sxe realised by PnbKc Work 
Officers are datable to the head “ Deposits of local Ronds — ^District Funds.’’ 

251 . (a) It is not permissible, ^cept in the case of storage on sales of 
stock on credit, to credit revenue to the head concerned until it is realised, 
but Divisional Officers are responsible that demands are made as revenue 
falls due, that steps are taken with a view to effect prompt realisation of aS. 
revenue, regular or occasional, and that proper records are kept to show, m 
respect of all items of revenue, recurring or non-recurring, the asseesmenfe 
made, the progress of recovery and the outstanding debts due to Government. 

I. The object of this role is that all classes of revenue, whether accruing from piowrty erf 
any kind, from leases of rights and ooncesaions (&p., rights for fishing, grazing, etc., and use of 
water-power), or from any other sororoe are properiy watched. 

(6) The recovery of all debts due to Govemmeiit should receive the special 
attention of the Divisional Officer and no debt should be remitted or Traitten 
ofi except under the orders of competent authoriiy. 


B,— lEEIOATION EEVENDE COLLECTED IN CIVIL DEPiitimilT. 

S52« When revenue from irrigation and navigation works, etc., is realised in 
the Civil Department, the procedure described below should be observed 
(o) The collections made in the Civil Department are paid direct into 
treasuries. They are brought to account to credit of the revenue 
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heads concenied in the Audit office without being passed on to 
the Di\isional Officer for adjustment. 

(d) The Divisional Officer receives from the Collector a monthly statement 
of the amounts realised, to enable him to watch the progress of 
recovery against demands or assessments. 

(c) The Di\isional Officer should submit to the Accountant General a 

half-yearly statement showing, separately for each Civil district, 
the monthly realisations, as compared with the assessments, in 
respect of each canal or other work. . 

(d) The Accountant General should maintain a register showing, sepa- 

rately for each canal or other work, the monthly realisations per- 
taining to the dijfferent divisions. 

(e) The Accountant General should bring to the notice of the Chief En- 

gineer any marked shortcom in g of revenue realisations, as com- 
pared with the budget estimate and the assessment of the year, 
but this will not relieve the authorities of the Public Works De- 
partment of their responribUities as prescribed in the local rules 
referred to in paragraph 249. 

C.-RENTS OF BUILDINGS AND LANDS. 

I. — Demands and Recoveries. 

(a) From private persons. 

8SS. When a public building, land or other property is let to a person not 
in the service of Government, the full assessed rent must be recovered in 
advance. 

(h) Fbox Government Servants and pensioners. 

254. The recovery of rents from Government servants occupying rentable 
building in charge of the Department may be made either in cash or by 
deduction from their pay bills through the Treasury Officer or other disburs- 
ing officer concerned, as may be directed by the local Government. 

1. The system of direct recover}' in cash from employes of other divisions and departments 
19 ordinarily not sintabJe when the rent recoverable is dependent upon the rate of pay of the 
occupant 

256. Where rent is recoverable in cash, a bill in suitable form should be ’ 
sent to the tenant on or before the last day of each month. The tenant 
should be required to pay in the rent before the expiry of the following month. 

2S6* "WTien recoveries of rent are to be effected through a Treasury Officer 
or other disbursing officer, a demand in Form 48, Statement of Bents recover- 
able from Pay Bills, should be sent, in duplicate, before the close of ^h 
month, to that officer who trill make the necessary recoveries and return 
one copy of the statement duly completed. 

1. Tieasttty and other disbursing otSeeis have mstnicfcioos to recover the amounts 

specified by the IMvi^ionai Officer, without prior reference to the tenants. 

2. If the rent recoverable from a Government ijervaat is limited to a certain percentage of 
ids emolnments, and such emohunents are changed retrospectively, the rate at which rent 
is recovered ^uld also be changed retrospectively. 
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257. Amoxmts recovered by Treasury Officers subordinate to the same 
Accountant General as the Divisional Officer, will not be passed on to the 
latter for adjustment in his accounts, as the Accountant General will credit 
the revenue heads (and canals, etc.) concerned, direct in his own books. The 
Divisional Officer should, however, credit the accounts of the tenants in the 
Register of Rents of Buildings and Lands, Form 49 (paragraph 268), with 
the recoveries as certified by the Treasury Officer. 

258. Recoveries made by other Treasury Officers and disbursing officers 
should be credited to the accounts of tenants in the Register of Rents of 
Buildings and Lands, Form 49, and adjusted in the divisional accounts 
by debit to the remittance head concerned, on the authority of the certified 
statements received back from them, without waiting for the intimation of 
the corresponding credit from the Audit office, •oide Rule 1 to paragraph 490. 

259. A tenant who is in receipt of a pension from Government, should be 
treated as a private individual for the purpose of these rules. But if he de- 
sires to make payments by deductions from his pension, recoveries from him 
may be made through the Treasury Officer or other disbursing officer con- 
cerned, on the pensioner's furnishing the Divisional Officer with a written re- 
quest authorising such deduction. This authority should be transmitted to 
the Treasury or disbursing officer with the first demand. 

260. In the case of vacation of quarters by a (Srovemment servant before 
the last day of a month, owing to his departure on transfer, leave or retire- 
ment, the demand for the rent for the broken period should he made at once, 
so that the amount due may be recovered before Ms departoe. 

261. Pending orders on a representation against the DivisioBLal 
assessment, the amount assessed must be paid by tenants on demand. Should 
the representation prove successful, the excess amount charged should be 
adjusted as soon as orders are issued, by a reduction in the assessment of a 
subsequent month, or, if this is not practicable or convenient, by an actual 
repayment. 


D.— REFL^S AND REMISSIONS. 

2®. Remissions of irrigation revenue allowed before collection should be 
treated as reductions of demands, and cash repayments of such revenue after 
coflectxon, as outlay against the appropriation for the head ^^Didnci : — 
Refunds ” subordinate to Direct Receipts. All other refunds of revenue and 
repayments of ‘‘ Receipts and Recoveries on Capital Account ” (Appendix 4) 
shotdd be taken in reduction of the receipts under the heads concerned. 

268. Before a remission or refund of any kind, otherwise in order, is 
allowed, the original demand or realisation, as the casse may be, should he 
traced and a reference to the remission or repayment should he so recorded 
against the original entry in the cash book and other accounts as to make the 
entertainment of a double or erroneous claim impossible. Any acknowledg- 
ment previously granted should be taken back if possible and destroyed, a 
note of the repayment being, in any case, recorded on the counterfoil of the 
recmpt. 
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E.-ACCOl’XTS PROCEDURE. 


L— Registers of Bevenae. 

S64. All reveaiis receipts of the division should, be classified and abstracted 
in a Register of Revenue. Form 40, maintained in the divisional ofiice. The 
receipt.s relating tv each i»roject for which a separate revenue account is kept, 
should be registered separately and all the other receipts pertaining to a major 
head .should he book^ collectively. In Governors' provinces, the receipts 
relating to the agency transactions of the Central Government should be 
recordi^ separately. 

8^. In this register a column is opened for each minor head of revenue 
(and detailed heads subordinate to it) other than “ Deduct — •Refunds,” 
for which a smg'e deduction is made from the total revenue of the 
month, the details of the charges making up the figure to be deducted being 
recorded in a separate Register of Refunds of Revenue, which should also be 
in Form 46. 


l. For accounts procedure in respect of refxmds of rents realised, see Rule 1 to paragraph. 

2*9). 

266o^ AH receipts falling under the minor heads (1) Receipts and Recoveries 
on Capital Account and (2) Recoveries on Revenue Account should also be 
abstracted in Form 46, separately for each major head of expenditure, a 
separate account being kept for each project the expenditure whereon is 
booked separately. Receipts falling under the minor head Recoveries of 
Expenditure ” will appear in the Register of Revenue for the major head 
concerned. 


S67. In respect of rent receipts of the classes enumerated in the margin, for 
which a subsidiarj" record is kept in Form 49 {vide 
paragraph 268), it is not necessary to make entries 
and sani- ^ detail in any of the registers in Form 46. The 
ia^taiktioos. monthly totals only (excluding the amounts realized 

m- ^y Treasury Officers under the same circle of audit) 
should be transferred from Form 48 to Form 46. 


n* — Register of Rents. 

288. A renter in Form 49 (Register of Rents of Buildings and Lands) 
should be maintained in the divisional office to show the monthly assessments, 
realisations and balances of rents, of all residential buildings (including office 
bu i ld u p used as residences) and of such other buildings, lands, etc,, as may 
be available for being let. No building or site should be excluded from this 
register on the plea that it is intended to be occupied rent-free or is not likely 
to be rented, but all such buiidingEf may be grouped separately. 

l. Pdyftta boOdings wliicli Iiats been liiied for tiae as resideijcss or are used as such, 
wbolty or in sboiUd be inolmdeci in this register. 

%, inzflucters for ntmi a l s need not be entered in this register except wben allotted 

Im pWBWtts from wbom rent is recordreblei. Nor need rest-bouses fusd other travellers* bunga 

be entered aithongh rent reoerpts from them are also treated as ** rents of buiidings.” 
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269. The entries relating to the assessment of rent should be made month 
■by month, and for this purpose arrangements should be made to obtain timely 
intimation (with full particulars) of all changes of tenancy from the subordi- 
nates in charge of the properties. 

1. If any property is occupied free of rent, ov if tLe rate for any month’s ussessmeut n 
neither the standard rate nor the ten i^er cent, of the oticupant’a omolumcnts, a suitable 
remark (quoting authority’) should be made against the entry relating to it. 

270. The total realisatioiLs of each month should j>e abstracted at the foot 
of the register, so as to show separately (1) cash realised in the division, (2) re- 
coveries by other disbursing officers adjusted in the divisional accounts (para- 
graph 258), and (3) recoveries by Treasurj" Officers o£ the province 
adjustable in the Audit office lparagra]ih 257), for both rentb of buildings 
and rents of lands, etc. If any buildings are provided with fumitoiE, or fitted 
with water-supply, or an installation for sanitation, heating or electric light, 
the account of rent charged for each building in respect of these servic^ 
should be kept separate from that of tlie rent of the building itself, and in 
the abstract also the realisations on account of each of these services should 
be shown separately. 

1. Refunds of realizations sliould be aceouiited for in the Register of Rents of Buil^lings 
^nd Lands as minm realizations. 


271-8] 


WOEKS ACCOUNTS. 


[ Chap. X. 


CHAPTER X.— WORKS AC'COUXTS. 


A.— GENERAL PRINCIPLES. 


271. (a) Expenditure on the construction or maintenance of a work may 
be broadly divided into two classes, viz. (1) Cash and (2) Stock charges. As 
exi)!ained in Chapters VI and VII, these charges are recorded in the cash 
and stock accounts respectively. 

(f») In addition to the charges falling under these main classes there are other 
transactionfl afiecting the cost of a work. For example, there may be charges 
incurred in other divisions or departments, materials received from them or 
rervices rendered by them, or there may be cash receipts such as are taken 
in redaction of expenditure in accordance with the rules. 

(c) All these transactions pass into the general accounts of the division 
in the manner described in Chapter XXI and are thence consolidated into 
the accounts of the province. As, however, the units of classification adopted 
in the general accounts in respect of expen^tui© are certain heads of account 
and not individual estimates for works or contract accounts, it is necessary 
to maintain separate accounts in subdivisional and dimional offices for 
recording (1) the cost of individual works and (2) the transactions of indi- 
ridual contractors. These are known as Works Accounts. 


272. Although the primary* object of the accounts of works is to exhibit 
simply, but accurately, the actual cost of work done, the rules frequently re- 
quire the upkeep of separate accounts for the several component parts of a 
work whichTare not required to attain this object. There are two main reasons 
for this. In the fet place, it is often desirable to have details which will satisri- 
tlie need for statistical information and for analysis of the comparative cost 
of various classes of work, of types of buildings, etc. The more important 
reason, however, is that in the case of the larger works, especially if the period 
of TOUBtraction m a prolonged one, it would not be possible for the Divisional 
0roc6r to ©X6rcisG 6fficieiit findrucidil control over tlie recorded, transactions 
of the cost of a work if only the total cost were recorded in the accounts of the 
woric. The Divisional Officer’s personal knowledge of the executive arrange- 
ments for the execution of a work, and of the actual progress of work, m^t 
be supplemented by a comparison, monthly, of the cost as recorded in the 
aooounte with the value received in the shape of work done. This monthly 
comparison is obviously . impossible unless the total cost is split up into com 
vement parts in such a way that, as for as possible, the cost of each distinct 
J»rt may be compared with the work done thereon. 


27S. ^ recording the cost of an individual work in the accounts no 
attempt m nmde to iuclu^ herein any charge on account of general services, 
bfce Establishment and Tools and Plant, the entire cost whereof is adjusted 
m the g^ial aoeounte under the prescribed heads of classification. But if 
any ^rviTO wnnectod with the working estimate for a work is rendered by 
another division or department and the claim made by it includes an 
authorised charge on aceount of such general services, under paragraph 5 of 
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Appendix 7, stick charge may be accepted and adjusted in the accounts 
of the work as part of the cost of the work in the same way as if the service 
had been rendered by a contractor. 

1 . "When the coni of Rpeeial took and plant k included in the cost of a work under paragraph 
:216, the rules in Chapter VII regarding numerical lists or returns will apply 7nviaiifi uiftUutdh 
and adjustments on account of the cost of took and plant trantiferred to other works, divisions 
or departments will be governed hy the rules in paragraph 'J*SL 

2. The cost of special establishment employed on the a*'quisition of land when chxu^eabla 
to the accounts of the works concerned under Article IIH of the Account Code, Volume Ij 
should be treated as a part of the works ejcpenditurc, 

3. Lump sum charges of Establishment and Took and Plant recoverable from other Covem- 
ments and l>epartmcnts, for w^orks executed for them as a standing arrangement, should not 
be included in the accounts of the works, but dealt with under the rules in Appendix 7- 

274 . Primarily the Divisional Ofiheer is the responsible disbtirsing officer 
of the division. Rules detailing the authorities competent to prepare or 
examine contractors’ bills or other demands for payment, and the authorities 
empowered to make payments thereon, are usually laid down by the local 
Oovemment. Subject to any such rules, the Divisional Officer may autho- 
rise a Subdivisional Officer to make pa^unents chargeable against the general 
sanctions of competent authority to expenditure on works. 

275 . Initial accounts and vouchers connected with charges relating to 
works must invariably specify (1) the full name of the work as given in the 
estimate, (2) the name of the component part (or sub-head”) of it, if separate 
accounts are kept up for the several component parts and (3) the charges (if 
any) which are of the nature of recoverable payments and the names of the 
contractors o? others from whom recoverable. 

1. la tbe case of recoverable charges it should be seen particularly that the contractors or 
ol^rs on whose behalf the charges are incurred do not get the benefit of any concession to which 
they would not he entitled if they had themselves incurred the charges. 


B.— CASH PAYMENTS. 


L — Introductory- 

276 . Cash charges on works consist of payments (1) to labourers and mem- 
bers of the work-charged establishment, of their wages and (2) to contcactois 
and others for work done or other services rendered. The cost of materials 
procured specially for works is charged to the accounts of works by transfer 
credit to the iWchases ” aocoont, but payments to suppliers are governed 
hy the same rules as payments to tsontractors fox work done. 

The general rules relating to cash payments and vouchers in paragraphs 
148 to 154 apply to all these classes of payments. Only special rules are, 
therefore, set forth in this chapter. 

n. — ^Payments to Labooieis. 

{a) Depabtmbotaii Laboub. 

277 , With the following exceptions, all persons engaged departmentally 
for the execution of works are considered as day labourers and their wages 

i> 2 
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should be drawn on Muster Rolls, Form 21, and charged to the estimates of 
the works on which they are employed : — 

(1) Permanent and temporary employ4s of the division whose pay is 

charged to the head '' Establishment.” 

(2) Members of the work-charged establishment as defined in paragraphs 

141 to 143 of the Public Works Department Code. 

See also paragraphs 332-3 of the Public Works Department Code. 

278. Muster rolls should be prepared and dealt with in accordance with 
the following rules, Form 21 being used unless some alternative form is 
prescribed at the instance of the local Government as better suited to local 
circumstances or to meet local requirements : — 

(a) One or more muster rolls should be kept for each work, but muster 
rolls should never be prepared in duplicate. It is permissible,, 
however, to keep one muster roll for labourers employed upon 
several small works, in cases in which no harm can result i£ the 
total unpaid wages are regarded as relating only to the largest 
work in the group. 

1(6) Labourers may be paid more than once a month and the period 
covered by each payment may be determined locally ; but separate 
rolls must be prepared for each period of payment. 

(c) The daily attendances and absences of labourers and the fines inflicted 

on them should be recorded daily in Part I of the muster roll in 
such a way as 

(i) to facilitate the correct calculation of the net wages of each person 

for the period of payment, 

(ii) to render it di£S.cult to tamper with or to make imauthorised addi- 

tions to, or alterations in, entries once made, and 

(Hi) to facilitate the correct classification of the cost of labour by 
works and sub-heads of works where necessary, 

(d) After a muster roll has been passed by the subdivisional officer, pay- 

ment thereon should be made as expeditiously as possible- 
Each payment should be made or witnessed by the oflBcial of 
highest standing available, who should certify to the payments 
individually or by groups, at the same time specjjyiug, both in 
words and in figures, at the foot of the muster roll, the total 
amount paid on each date. If any items remain unpaid, the 
details thereof should be recorded in Part II, the register of 
arrears, before the memorandum at the foot of the muster roll 
is completed by the person who made the payment. 

(e) Unpaid items should subsequently be carried forward from muster 

roll to muster xoU until they are paid, the payments being recorded 
and certified to in Part II in the same way as pajmients of current 
items. It is optional, however, with Divisional Officers to adopt 
any other alternative method of making payments of unpaid 
WHge *?5 provided that a systematic record of items remaining unpaid 




Chap, X. ] 


WORKS ACCOtrSTS. 


[279 


is maintained on the basis of the original entries made in Part II 
of the muster roll under clause (d), that a systematic record of 
such payments is maintained and that suitable precautions are 
taken to prevent double payments. 

(f) Wages remaining unpaid for three months should be reported to the 

Divisional Officer who will decide in each case whether the 
liability should continue to be borne in the accounts of the work 
concerned. 

1, For action to be taken on tbe completion of the work, see paragraph 340. 

(g) In Part III of the muster roll form should be recorded the progress of 

work done by the labour shown thereon in all cases where such 
work is susceptible of measurement. If the work is not susceptible 
of measurement a remark to this effect should be recorded. 

Kots , — ^It is not necesaaiy to reproduce the details of measurement in Part III, nor need 
Part ni be written up if progress is reported once a month or oftener in any other suitable 
form and sneh separate reports are considered sufficient. 

(h) In exceptional and urgent cases^ such as urgent silt-clearance of canals 

or closing breaches, where labourers are employed casually for 
short periods, payment may, tmder a general rule of the local 
Government, be made on a Casual Labour Eoll, Form 22, in which 
the names of the labourers need not be given, but such payments 
may not be made except by a gazetted oiBBcer or an upper subor- 
dinate. Nor need muster rolls in Form 21 be used in the case of 

work done on Requisitioii, Form 32, when the entries of daily 
labour are few ; in such cases the particulars can be endorsed on 
the form of requisition. 

(b) Laboxje enoageb through a contractor. 

279. The payment of daily labour through a contractor, instead of by 
muster roll in the usual way, is objectionable in principle. In a case of great 
emergency it may sometimes be found impossible to employ labour otherwise 
than through a contractor. Should it be possible, in such a case, to determine 
the quantities of work done after its completion or at intervals during its 

progress, it is expedient to pay the confepactcr, at suitable rates, on the 

basis of work actually execat^. But if , as in case of urgent repair of 
canal breaches, this method of payment is not practicable, it is permissible to 
pay the wntEcactor on the basis of the numbers of labourers employed, day by 
day, his own profit or commission being either included in the rates allowed, 
or paid separately in lump sum or at a percentage rate. When this course 
is adopted, a report of the numbers of labourers of each class employed 
day by day should be made by the subordinate in charge of the wmrk daily 
to the Subdivisional OiBGicer to enable the latter to keep a check on the 
expenditure and to deal with the contractor’s claim when received. To avoid 
disputes with the contractors, they should be encouraged to sign the daily 
reports in token of their acceptance as correct. 

h The use of the mooter roll or the xneasoreroent book {paragraph 230} is not permissible 
i n sadi cases. 
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HL— PaTmente to Sappliers and Ccmtraetors, 

(a) Record of Measdrkmests. 

(i) Measurema^ Books, 

280. Payments for all work done otherwise than by daily labour and for al^ 
ipplies are made on the baisk of measurements recorded in Measurement 
K)ks, Form 23, in accordance with the rules in paragraphs 334-337 of the 
ublic Works Department Code. The Measurement books should, therefore, 
i consid^ed as reiy important account records. All the books belonging to 
division should be munbered serially and a register of them should be main- 
lined in the divisional office showing the serial number of each book, the 
imes of the subdivisions to which issued, the date of issue and the date of its 
■turn, so that its eventual return to the divisional office may be watched. 

1. A RunilMr legister shonki also be toaintaincd in the subdivisional office showing the names 
the Snbdirisional Officer and Sectional officeia to whom measurement books am issued. 
3 oka no longer in use should be withdrawn promptly even though not completely written up. 

(ji) Detailed Measurements. 

281. In recording detailed measurements, the following general instruc- 
ons should be carefully observed : — 

(а) Subject to such subsidiary orders as may be laid down by the local 

Government, detailed measurements should be recorded only by 
Executive, Assistant Executive, or Assistant Engineers or by exe- 
cutive subordinates in charge of works to whom measurement 
books have been supplied for the purpose. 

(б) All measurements should be neatly taken down in a measurement 

book. Form 23, issued for the purpose, and nowhere else. 

(c) Each set of Hteasarmnente should commence with entries statmg — 

(t) In lie case of bills for wodc d<mfr-- 

(d) full Tmwtft of work ae ^ven id estimate, (6) situation of work, 
(c) UEune of contractor, (d) number and date of his agreement 
and (e) date of measurement. 

(ii) In the case of hills for supply of materialsr— 

(o) of Bupplira:, (6) number and date of his agreement or order, 

(e) purpose of supply in one of the following forms applicable 
to the : — (t) “ Stock ” (for all supplies for stock purposes), 

(ii) “ Ponissm” for direct issue to (here enter fuU name of 

work as given ia emanate) (m) “ Purchases ” for 

enter fall wane of work as given in estimate) 

.For issae to contxactor on, 

and (d) date of measur^nent, 

and Bhdrdd and wiii the dated initials of the person making the 
measozesoietttB ; see also paragraph 275. A suitable ab^act 
should he pocupaied which ^ould collect, in the*case of 
ja^segat&amts fnr work d<me, the total guantiiies of each distinct 
itaou work itlahbg to each sanctioned sab-head. 
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{d) As ali pajments for work or supplies are based on tbe quantities 
recorded in the measurement it is incumbent upon the person 
taking the measurements to record the quantities clearly and 
accurately. If the measurements are taken in connection with a 
running contract account on which work has been previously 
measured, he is further responsible (1) that reference to the last 
set of measurements is recorded and (2) that if the entire job 
or contract has been completed, the fact is recorded prominently 
just above his initials. H the measurements taken are the fir^ 
set of measurements on a running account, or the first and final 
measurements, this fact should be suitably noted against the entries 
in the measurement book. 

(e) Entries should be recorded continuously in the measurement book. 
No blank pages may be left and no page be tom out. Any pages 
left blank in^vertently must be cancelled by diagonal lines, the 
cancellation being attested. See also paragraph 335 of the Public 
Works Department Code. 

{/) No entry may be erased. If a mistake is made, it should be corrected 
(and dated) by the responsible officer in the manner prescribed in 
paragraph 335 of the Public Works Department Code. When any 
measurements are cancelled, the cancellation must be supported 
by the dated initials of the officer ordering the cancellation or 
by a reference to his orders initialled by the officer who made 
the measurements. In either case the reason for cancellation 
should be recorded. 

{g) Each measurement book should be provided with an index whicl 
should be kept up to date. 

(nV) Standard Measurements, 

282. It is usual in the Public Works Department to maintain standard 
measurement books of buildings in order to facilitate the preparation ol 
estimates for periodical repairs. Where such standard books are main- 
tained, it is also permissible to utilise them for the purpose of pi^paring con- 
tractors" bills for such repairs, so that it may not be necessa^cy to di5;ail©d 
measurements on each occasion. This system however^ be adopted only 
if it has been specially authorised by the local Goveniment, and subsidiary 
rules for the efficient maintenanoe of the books have been prescribed in 
consultation with the Aooonntant General. Liter alia the following precau- 
tions are necessary : — 

{i) The measurement books used as standard books diould' bo aumbeced 
in an alphabetical series, so that the numbers may be readfly dis- 
tinguished from those assigned to the oidinaucy books whereia 
detailed measurements axe recorded whenever w<nk is actually 
done. 

{ii) The entries of measurements (and abstracts thereof) in the standard 
books should be recorded legibly in ink^ and certified ks correct 
bv a responsible oflScer. 
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(?ii) An assurance should be obtained periodically of the Divisional Officer 
that all the standard books of the division have been inspected 
by him, that the entries therein have not been tampered vrith, 
and that all corrections due to additions and alterations in the 
buildings have been made in the books and the latter are reliable 
and up to date records, 

(ir) Wken a payment is based on standard measurements, the gazetted 
officer or subordinate preparing the bill for payment should be 
requited to certsify that the whole of the work (or work since 
previous running bill, as the case may be) as per standard 
measurements has been done and that it has not previously been 
billed for in any shape. 

(iv) Review of Measurements, 

283. Subdivisional Officers should be required to submit the measurement 
books in use to the divisional office ixom time to time, so that at least once 
a year the entries recorded in each book may be subjected to a percentage check 
by the divisional accountant under the supervision of the Divisional Officer. 
Detailed rules on this subject may be laid down by the local Government, who 
will also prescribe the rules for a system of test check of recorded measurements 
by the superior officers of the department. 

(b) Bilus and Vouchers. 

(i) Forms of Bills and Youohers, 

284. The authorised forms of bills and vouchers are the following : — 

{a) First and Final Bill, Form 24. 

(6) Eunning Account Bill A, Form 25. 

(e) Eunumg Ajocount Bill B, Form 26. 

Buxming Ai(X50tmt Bill 0, Form 27. 

(e) Hand Form 28. 

The uiae of the foorms is exjdained in the foliowmg paragjrairjAys and a few 
explanatory footnotes are printed on the forms. 

285. First and Final Bill, Form 24 , — ^This form should be used for Tnaln-ng 
pajments both to contractors for work and to suppliers, when a single payment 
is made for a job or contract, Le,, on its completion. A single form may be 
used for making payments to several payees, if they relate to the same work 
(or to the same head of account in the case of supplies) and are billed for at 
the s«£ine time. 

886. Burning Account Bill A, Form 25 , — ^This form is intended for contrac* 
tors for work only. It s^uld be used (1) if it is proposed to an 

advance payment, or (2) if an on acoount payment is to be made but an 
advan^ paynmt already made for the same work is outstanding. 

Thi^ form is not to be used if a secured advance is to be made or if such an 
TOVyace is already outstanding against the contractor in reepecfe of the same 
iyurin 

; Ac(^ows4 S0 Worm 86.'-^This form is also intended for 

wmric It aimuH be m&i in aS in which secured 
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advances are to be made or are already outstanding, in respect of the same 
wort, against the contractor. When this form is used it should also be utilised 
for making on account and advance payments, if any, in respect of the work, 

288. Running AccoUfU Bill C, Forw 27 . — This form is used both for contrac- 
tors for work and for suppliers. It is intended to be used for contractors for 
work when only on account payments are made. It is not to be used if a 
secured advance or an advance payment is to be made or if such an advance or 
advance pajrment in respect of the work is outstanding against the contractor. 

289. Form 27 is the only form of Running Account hills which is afuited 
for transactions with suppliers. Form 26 is the only form which provides 
completely for all classes of running account transactions with contractors 
for work. If a secured advance is not outstanding, and if it is not proposed 
to make such an advance, the simpler Form 26 will serve the purpose. 
Similarly, if no advance payment is outstanding and if it is not propos^ to 
make such a payment, the still simpler Form 27 can he used. The form to 
be used on each occasion should be the one most suitable for the correct 
exhibifciQn of the state of the contractor’s running account both before and 
after the transaction, regardless of the form or forms which may have been 
used for any previous payment or advance. See also paragraphs 297 and 298, 

290. Band Receipt, Form 28 . — This is a simple form of voucher intended 
to be used for all miscellaneous payments and advances, for which none of the 
special forms 24, 26, 26 and 27 is suitable. 

291. Account of Petty Contractors, Form 30 . — In some provinces a conisoli- 
dated monthly account of all petty contractors employed on the same 
work or section of work is sometimes prepared in pr€iBi:ence to a separate 
hill for each payee. The general adoption of this procedure is not recommend- 
ed but whemver it is desired to continue it, Form 30 diould be used which 
supersedes old FubKo Works Department Form No, 16A, and the following 
instructions diould he strictly observed iu addition to those printed on the 
form itself as foot-notes : — 

(i) This form is intended solely for on account payments. It makes no 
provision for advances, advance payments, issues of materials 
or any other recoverable payments to contractors and dxould not 
be used if any such transactions occur or are probable. 

(if) No contractor should be treated as a petty coirfaractoi? if a separiate 
account in one of the Running Account Bill forms is bemg main- 
tsonfed for him in connection with some ottter work. 

{Hi) li after a oontractcr’^8 account has been maintained in Form' 30 for 
some time, and the continued use of the form becomes inadmissible 
under caluse (i) or (ii) above, the account should be removed 
from this form in the manner described below and thereaft^ the 
appropriate form of Running Account Bill should be used 

(a) In the Petty Contractors’ Account a special entry eSlouH be made 
as under, immediately below the entrida in colu mn s 7, 13 and 14 
against the line Grand Total ” : — 

Deduct up to date “ Value of work done ” and Payments made 
relating to the account of contractor transferred 
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from “ Petty Contractors’ Account ’’ to Lis personal ledger 
account. 

(b) When a Ennning Account Bill is prepared subsequently, the trans- 
ferred figures of Value of work done ” and “ Payments made ” 
should he incorporated therein in the same way as if the transac- 
tions had, from the very beginning, been billed for on one of the 
Eunning Account Bill forms. 


(ii) Preparation, Examination and Payment of Bills. 

292. Before the bill of a contractor is prepared, the entries in the measure- 
ment book relating to the description and quantities of work or supplies should 
be scrutinised by the subdivisional officer and the calculations of Contents 
or area” should be checked arithmetically under his supervision. The bill 
should then he prepared, from the measurement entries, in one of the forms 
prescribed in paragraphs 284 to 291 applicable to the case. The rates allowed 
should be entered by the Subdivisional officer, either in the abstract of 
measurements, vide paragraph 281 (c), or in the bill itself. Full rates as per 
agreement, catalogue, indent or other order should be allowed only if the 
quality of work done or supplies made is up to the stipulated specification, 
"^en the work or supplies fall short of that standard, and under the agree- 
ment it is permissible to make a final payment if the contract is determined, 
or an on account payment if the contract is to run on, only such a fraction 
of the full rate should be allowed as is considered reasonable, with due regard 
to the work remaining to be done and the general terms of the agreement. 

1 . If the oontraicfc agreement does not s^cify the rates to be paid for the several classes of 
work or supply, but merely states that the estimated rates, or a certain percentage below or al jov© 

will be allowed, it should be seen that the standa:^ rates adopted are those of the sanc- 
tioned estimate which was in force at the time the agreement was executed, or, if the agreement 
was ]^«eceded by a tender, on the date the tendeor was signed by the contractor- Subse<5LUont 
aBSQCtoMMi! to original or revised estimates have no effect on the terms of such an agreement. If 
SSiicstibQed e^ixoiate is in existence at the time of signing the agreement or the tender, as the 
ittpy bev the rate© payable for each item of work should be speciffed, as any reference to an 
not yet sanctioned is meaningless and cannot be acted upon. 

2 . As a role, payment for supplies is not permissible until the stores have been 

BeceiTett aim surveyeo. 


893. Before aa g u iu g the hiU, the Subdivisional Officer should compare the 
quantities in the bill with those recorded in the measurement .book and see 
that all the rates are correctly entered and that all calculations have been 
checked arilimetically. "When the bill is on a running account, it should be 
with the previous bfil. The Memorandum of Payments should 
t en be made up,^^y recoveries which should be made on account of the 
ot supply or on .c^her accounts, being shown therein. If the Subdivisional 
^ should then record a* formal pay order 

^ecifymg, ^ wor^ figures, only the net aixiount pa 5 /able, though 
the ^yee stotild required ‘to ^blowledge in his‘ acqiiittaiice the gross 

amOTlIlt li)aV&Di6 inclusive ef '±ta _ ^ , 



006 Clearest anna should be taken, pies 

pw as to «tovcn as one aina ;■ but pie? mmb piot be ondtted 

B Mia have ruled that -Wheneiver fraotions of 

chargeable to more 

< 3 W«W!ded- and ludf a ^ estimate, fraotions less than half may be 

XbissrooedxPe WVfoIlotMin 
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3. If the contract is for the completed items of work and, under tlie provisions of parag'caph 
w8, the contractor is re<iuixed to obtain materials of any description from Government, it 
should be seen that this condition is being complied with and that neoesaaiy iwoveiies of the 
* cost of the ^terials supjjlied to him, are being made in accordance with patagm;£di 313. In 
such a case iff is not permissible for the contractor to obtain the materials otherwise, unless, in 
a case of emergency, the supply has been entrusted by the Divisional Officer, for recorded 
reasons, to the contractor himself, at suitable rates. 

signing a first and final bill, or the first bill on a running account, the Subdivisional 
Officer should see that the relevant measurement entries were marited as pertaining to such 
bu2s ; by the person taking the measurements, vide paragraph 281(d), 

2M. If the Subdivisional Officer is not empowered to make the payment, 
the bill should be submitted (with or without the measurement book as may 
be prescribed) to the divisional office where the pa}Tnent will be authorised by 
the Divisional Officer after the necessary scrutiny. See also paragraph 274. 

29S. From the measurement book all quantitiee should be clearly traceable 
into the documents on which payments are made. When a bill is prepared 
for the work or supplies measured every page containing the detailed measure- 
ments must be invariably scored out by a diagonal red ink line and when the 
payment is made an endorsement must be made, in red ink, on the abstract 
of measurements, giving a reference to the number and date of the voucher 
of pa^mient. 

1. The document on which payment is made should invariably show, in the sp^ provided 
for the purpose, the number and page of the measurement book in which the detailed measure- 
ments are recorded, and the date on which the measurement was made. 

896. (o) Payments for work done or supplies made on a running account 
should ordinarily be made monthly. Both the “ quantitiee ” “amount ” 
of each distinct item of work or supply should be shown sepamtely in the KII 
except in the oase of advance payments when quantities need not be specrified- 

' , ' r 1 'a , 

(6) Such ]^ymeutB should be treated as paymeutB on account, subject 
to adjustment in the final bill which should be drawn, in the appropriate form 
but printed on yellow paper, when the work or supply is completed or the 
runniiig account is to be closed for other reasons. When a final- payment 
is made on a running account, the payee, if he is able to write, should add 
in his own handwriting that the payment is in full settlement of all 
demand?;.’' If the payee is illiterate, or is unable to write beyond signing his 
name, these words should be filled in by the officer making iiie payment 

I. If the (x>utraetar refuses to give «a ackzmwledgmeat to the that the ;^ymQfKt made 

to Mm was in fall settlammit of all demaaadB, ii is not neoeasary to insist on obtaining a q,iiaiified 
ackuowled^ebt. 

Kom — A ionn printed on yeBOW paper is ne^r to bo used except for final paymenta. 

(c) A eeparate ruiming account is maintained in respect of each contract. 
TranBactions relating to two or more separate working estimates should not 
be brought on to the same running account ; they should, therefore, not 
be covered by a single contract. Transactions relating to two or more s^^iaibei 
parts of the same working estimate, for which separate works abstraets are 
prepared under paragraph 332v should also-appear in separate rnsnbsg aceemats. 

297. (a) If the system cl making -advance paynsents te contractors for work 
has been Jidopted, certificate 2 printed on Bunuing Account Bill A ot B, as 
. the case may bfe, must be signed by th6 Subdivisional or DiyMpnal' Officer 
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and the lump sum amount paid on account of each item should be specified 
against it in Part I of the bOl. If a secured advance has been previously 
allowed to a contractor on the security of any materials and such materials^ 
have been used in the construction of an item, the amount of the advance 
payment for that item should not exceed a sum equivalent to the value of 
work done less the proportionate amount of secured advance ultimately 
recoverable on account of the materials used. 

(b) Actual measurements should, however, be taken at the earliest oppor- 
tunity, and when this has been done, the lump sum payments previously 
made on account of the items of work concerned should first be adjusted in 
full, so that the contractor may not he paid twice over in respect of the same 
quantities of work. Delays in adjusting advance payments should be investi- 
gated (vide paragraph 348) and adjustments made otherwise than hy credi- 
ting the value of work actually measured, should be specially looked into as 
being primdfade indicative of overpayment in the first instance. 

898* When secured advances are allowed by the Divisional OflGlcer under 
paragraph 276(a) of the. Public Works Department Code to a contractor whose 
contract is fox finished work, it should be seen that an Indenture in Form 
31 has been signed hy the contractor, and a detailed account of the advances 
must he kept in Part II of Eunning Account Bill B. There should be separate 
entries, in respect of each class of materials, of the quantities brought to site 
by the contractor and the amounts advanced under the orders of the Divi- 
sional OfiB.cex. These advances must be recovered by deduction from the con- 
tractor’s bills for work done as the materials are used in construction and 
the items of work in which they are used are billed for on the basis of actual 
m^urements. ^ Parts I and II of the bill should be compared to see that 
this order is being complied with. As recoveries are made, ‘the outstanding 
anoounte of the items concerned in Part H should be reduced by making 
dedu€^cm entries in the column, Deduct Quantity utilised in work measured 
since previous bill,” equivalent to the quantities of the materials used by the 
contractor on items of work shown as executed in Part I of the bill. 


w Me^urement Books of the q.uaiitifcies of the materials, 

Subdivisional or Divisional Officer 
m tenns of para^ph 275 (a) of the Bublio Works Department Code. 


(c) Aid to Coisttraotors, 

sometames, in the interest of work, to engage labour- 
!!!S1 ^ hrcur other liabilities on behalf of the contractor 

*k ‘ra(8W to complete work which he has neglected or failed to 
!!f ' toaach aoase it w permissible to spend Goveriunent funds on behalf 

of the w^tjtaofcpr m acooidanoe with the terms of his agreement. Other- 
no adtante 0 ^ should be made to or ou behaU 

t ^ aid be given to him in any form, except 

1U accordance with pa^ph 276 of the Ablio Works Department bode. 

^ ^ oontraotois see parasraphs 303 ajxd 309. 

conteaotor,' suitabB intimation shotild 


^ ■ -r w.r * 

DO Beat to hrm fl) as sooa ~ »uiw*wa iiuwuuiawuM isjuvuxw 

wider this paragraph, and (2) mxbae^nently, aa 
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IV.— Payments to Woik-cliai^ed Establishment. 

"(a) COJCDITIOJTS OP EitPLOYMEHT. 

300. Rules for the entertainment of work-charged establishment are laid 
-down in paragraphs 141 and 142 of the Public Works Department Code. In 
all cases previous sanction of the Divisional Officer or the Superintanding 
Engineer^ et the case may be, is necessary which should specify in respect of 
•each appointment (1) the consolidated rate of pay, (2) the period of sancstion 
and (3) the full name (as given in the estimate) of the work and the nature 
of the duties on which the man engaged would be employed. 

301. Members of the work-charged establishment are not entitled to any 
pension, or to leave salary or travelling or other allowances except in the 
following cases : — 

(а) Wound and other Extraordinary Pensions and Gratuities are in certain 

cases admissible in accordance with the rules in Part VI of the 
Civil Service Regulations. 

(б) Single railway fares or the actual necessary cost of travelling may 

be allowed by the Divisional OJOBLcer for journeys performed (1) 
within the jurisdiction of his local Government or to and from a 
district or Foreign State or Settlement adjoining his division, 
and (2) in the interest of the work: on whioh the men axo emjioyed. 

(c) Grain Compensation Allowance is admisfidble under the wdes in the 
Civil Accoxmt Code to men who are drawing tates of pay which 
have been fixed with ref erenee to normal circiHnBtaao^ 

1. This nde is not iuteadod to interfMo ^with the discretion of the Subdivisional Officer to 
^ant ^ort oasnai leaTO on InH pay or on rednced wages aabject to suck general roles regarding 
the grant of castud leave to ordinary estabHshmenta as may be prescribed by the local Govem- 
znent. 


(6) Pay Bills. 

302. Wages of members of the work-charged establishment should be drawn 
,and paid on Form 29, “ Pay Bill of Work-charged Establishipaent,” whioh 
is a combined pay bill and acquittance roll form. A consoEdatod biH in this 
form should be prepared monCily either for the whole subdivision or for one 
or more sections of it, as may be convenient ; but the names and claims of the 
•entire establishment concerned, including absentees, should be shown in each 
bill. Names should be grouped in the bill by works on which the men are 
.empbyed, sanction to the entertainment of the establishment should be 
quoted in each case, and the Subdivisional Officer should certify, in the space 
provided for the purpose, that the men were on duty during the periods shown 
again pt their names, each man being employed on the work and on the duties 
for which his appointment was sanctioned. 

1. IDeductions on acoonnt of dues, inoome-tsax, etc., should be shown by speciAl entries 
against the names oonoemed. i 

2. If the acknowledgment of an individual cannot oomneniently be obtained wi the bill 
.itself, it may be obtained separately on a Hand Receipt^ Form whush should fhen be attached 
,to tto bxQ as a sub-voucher. 
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303. Pay bills mar be signed at any time on the last working day of the 
calendar month in wldch the wages are earned, though they are not due for 
pajinent before the first working day of the following month. ^Vhen, however^ 
the services of an individual are dispensed with it is permissible and advisable 
to settle up his account at once. 

(c) TJKPAm Wages. 

801 Wages remaining unpaid on a passed bill, on the date fised for the 
closing of the accotmta of the month, may be paid subsequently when claimed, 
the procedure described below being observed : — 

(а) Item remaining unpaid on the monthly bill should be entered in a 

simple register, full particulars of the charge, including reference 
to the bill, being noted in the register. 

(б) Subsequent payments should be made on Hand Receipts, Form 28, 

reference to the bill in which the charge was originally included, 
and to the particular item thereof, being quoted in each case. 

(c) When making pajments of arrears stiitable notes of payment should 
be recorded against the original entries in the register. 

( d ) Travelling Expenses. 

SOS. Xo bills need be prepared iu support of claims for travelling expenses. 
Payments .‘'liould be made on Hand Receipt;*., Form 28, which should set forth 
all the necessary particulars of the journey performed and of the expenses 
claimed and should be countersigned by the Dmsional Ofiicer prior to 
payment. 


(e) Classification of Charge. 

806. Every payment made to a member of the work-charged establish- 
ment, whether on account of his wages or in recoupment of actual travelling 
expenses, should be charged to the work on which he is employed. 


C.--ISSUES OP 3UTERIALS. 

L~~General. 

8W. Issras of materials to works, whether from stock or by purchase 
transfer or manufacture, are divided into two classes 

to Contractors.— JssaoB of materials to contractors with 
whom agreements in respect of completed items of works, i.e., 
for both labour and materials, have been entered into, 

(2) Zs^ies Ditoct to Works . — Issues of materials when work is done 

departmeaiaUy or by contractors whose agreements are for labour 
only.: 
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n.— To Cfontractors, 

(a) Geotral conditions. 

308. (a) The issue of materials to contractors who have contracted for 
completed items of work is generally permissible only in the following 
circumstances ; — 

(?) when, under the operation of paragraph 246 of the PnbKc Works 
Department Code, it is necessary to retain in the hands of Govern- 
ment the supply of imported materials, 

(ii) when, in the interest of work, or with the object of utilising existing 
stocks of materials, it is desirable to retain in the hands of Govern- 
ment the supply of certain other materials as well, and a condition 
to this effect has been inserted in the contract. 

(6) In both cases the contract should specify (1) the materials to be supplied 
.by Government for use on the work, (2) the place or places of delivery and (3) 
*,the rates to be charged to the contractor for each description of material ; 
.and the contractor should be held responsible for obtaining from Oovemmen* 
all such materials required for the work and for making payment therefor, by 
deduction from his bills, at the rate's specified, regardless of fluctuations in 
the market rates or in the stock rates of the division. 

1. The rates to be ebarged to the contractor for matenals to be supped should be deSnit^y 
specified, vague quotations, e.^., “ at Stock rates,” being avoided ; ajcui if in|«ndiQg eontractois 
had been told that the materials would be supplied at a cjertaia rate and asked t»,tcB0»der pa 
that assumption then that rate should be adhered to in the contract. 

2. Similarly, the rates to be allowed to the contractor for items of wc^ should be de&aMy 

stated. But if for any special reason^ the contract provider for ^ lor work done 

to be made at a specific peGrcentage below or above the rates exiter^ in the sanctiozied aaiitpatfr 
of the work (or Schedule cd irattes), it should be state(| in clear terms in the contract that 
the dedUotkN^ br additions, ^ the case may be, of the percentage, will be calculated on the 
gross, and not t^e net, amounts of biiPs for woik done, and in fixing the percentage it should 
be borne in mind that the calculatioEa will be so made. 

(c) No carriage or incidental charges are borne by * Government for 
moving the materials beyond the place where the contractor has agreed to 
take deKvery thereof. 

309, (a) As a general rule no other materials should be supplied to such 
contractors for une on works, but this restriction may be waiv^ by the Sub- 
di visional Officer in respect of petty issues (at full Issue Ea'bs) of ztoterials 
from exieting stocks, not exceeding Es. 50 in any month for any one contract. 

(b) If at ^ny time subsequent to the execution of a contract on a through 
rate basis, the contractor desires the issue to him, for use on a work, of materials 
which exist m Government stocks but the supply whereof by Government was 
not provided for in the contract, the materials should not be issued except 
with the express authority of the Divisional Officer who should specify in 
each case the rate to be charged for the materials mclusive of delivery at the 
place where they are stored. The rate charged should be the market rate 
prevailing at the time of the supply or the Issue Bate, whichever may be 
greater, and no carriage or incidental charges should be borne by Govermnent 
in connection with the supply, 

, 1. The inteutioti of this rule is to piohibtfe the supply of materials to ooatra'Jtors with the 
object* of giving them fiiumcial aid, the gi^t of which is governed by the rule in paragraph 275 
of die Public Works Department Code, vide paragraph 2S&. 
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(c) Issues of stock materiak to contractors for b&>\d fide use on works 
are exempt from the usual charge of 10 per cent, on account of supervision, 
storage and contingencies, which is made when stock materiak are sold to 
the public (paragraph 367 of the Public Works Department Code). 


(6) Accouk^s Procedure. 


310. All materiak required for issue to a contractor under any of the provi- 
sions of paragraphs 308 and 309, should be made over to himj as soon as they 
are received, whether from stock or by purchase, manufacture or transfer, 
and an unstamped, but dated, acknowIe<^?ment, detailing full particulars of 
the materials including the rates and values chargeable to him should at once 
be taken from the contractor. 

311. When the materiak are obtained by purchase, full detaik of the 
articles received should at once be entered in a measurement book. Form 23, 
in the maimer prescribed in paragraph 281 (c). See ako paragraphs ITO 
and 180. 


832. On the authority of the contractor’s acknowledgmmit, the cost 
chargeable to him under paragraph 308 ot 309, as the case may be, should be- 
debited at once to his personal accormt by chaige to the susp^ase head 
“ ContractoiB— Other tiansactionB ” (vide paragraph 3<t0) in the accounts of the 
work conoeraied. This adjustment should be effected by affording credit to 
the head conoexned, as indicated below : — 


Soluoe of receipt of m»tena]s« 

Head of 
Account to be 
credited. 

Value to be credited. 

(t) (imtolcig Manoiaetme) . 

Stock 

At Issue rates. 

(S) Xraasfer from anotiber woric 

Work concerned 

At a valuation made 

(3) Traxislear from aijlotlier dmaon or depart- 
ment. 

Purchases 

under paragraph 321 (d ) , 
At TB^ chaig^ by the 
divimoai or depaitment 
ocmceciked. 

(4) Suppliers ...... 

Purchases 

At rates payable to the 
suppliers under their 

( 5; Obtained through the Stores Department, 
London. 

London Stores 

contracts. 

The English cost of sto:^ 
converted into 
currency in the manner 
laid down in paragraph 
418. 

{&} Ladiaa C$iax|peB on (5) . • . . j 

1 

Head concerned 

Actual charges incurred, 
vide paragraphs 420 and 
421. 


If the amount thus credited differs from the charge made to the contractor’s 
account, the excess of ^e former over the latter, should be treated as 
final outlay (jhis or minus as the ease may be) on the work, a separate subhead 
entitled “ Additional CShaiges for Materiak issued to Contractors,” beine 
opened for the purpose in the accounts of Major JSstimatee. 


*. of th«6 mfc. fe to «8we the ton ohaigeabte to tiie ooiitosotor 

to defatted to be eoconat as eocm as tfae naiettois ue deliterod, ao that (1) ha may not^toa 
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payment, at fufl rates, for the completed items of work prior to the value of the Government 
materials used by him therein, being charged to his account, or (2) his final bill for the work 
done may not be settled before the full value of materials recoverable from him has been 
debited to his account. 

2 . Issues from Stock (inoluding Manufacture) should be accounted for through the Stock 
returns. other issnes, a special transfer entiy should be prepared by the Subdiviszonal 
Ofifioer in Porm 53 as soon as each transaction takes place. 

813. The recovery from a contractor on account of the cost of materials 
issued to Mm for use on a work should ordinarily be made by deduction from. 
the first bill authorising an advance payment or an on account payment to 
him for the work. Should, however, a lump sum recovery he undesirable 
in any case, the Divisional Officer may permit, for recorded reasons, the 
recovery to be effected gradually as the materials issued to the contractor 
are actually used in construction and the items of work in which they are 
used are paid for whether by an advance payment or by an on account pay- 
ment. . . " 

314. As the issue of materials to contractors under the foregoing rules is 
permissible solely for the bond fide requirements of G-overnment works. Sub- 
divisional Officers should make such arrangements as may be deemed suitable 
for limiting the total issues to a contractor in coimectioa with a particular 
work, to the reasonable needs of that work. This precaution is particularly 
necessary when the rates at which any materials are issued under paragraph 
308 are low3r than the prevailing market rates, or the latter are expected bo 
rise appreciably. In such cases, if the transactions are of any importanoey. 
the use of Form 35 (without values) is recommended for watching that the 
aggregate of the quantities of any or all materials issued to a contaEactor, feom 
time to time, for use on a work, remains within the estimated requiimnents of 
his contract. 


(c) Eetukn op Surplus Materials. 

315. Government does not undertake to take over from contractors,, 
whether before or after the completion or determination of contracts surplus 
materials which were originally procured by the contractors for themselves 
or were issued to them and charged to their accounts under paragraph 
310. Such materials are the property of the contractors and cap be tal^- 
over by Government, if required, for use on other works in progitees, only by^ 
special arrangements and at the prevaiKng market iates. H the material 

^ were originally supplied by Government the price allowed to the contractor 
on re-acquisition should not exceed the amount charged to the contractor. 

1. Contractors are, however, not at liberty to remove from site of works without the written . 
permission of the Divimonal Officer material which have been issued to them for use on a 
work, and a stipulation to this effect should ordinarily be entered in thxer agreements, 

((Z) Tools and Plant lent fob use. 

316. The rules in paragraphs 308 to 316 do nob apply to tools and. 
plant. Articles home on the Tools and Plant acooont of the division may, in 
accordance with any local rtiles on the subject, he lent temporarily to con- 
tractors for tee on Government works being executed or maintained by 
them. See also paragraphs 218 and 221. 
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rCL— Direct to Works, 


[ n ) Detailed Accorxxs of materials issued. 

317. In all ca^^s inarerials issued direct to a work skould, as s oon a 
recifivefl. he brought to account as indicated below : — 


Sviircc cf retoiit of raatemJs. 

1 

Head of 
Account to be 
credited. 

Value to be credited. 

! 

Mode of effecting 
adjustment of cost. 

(1) Stock (inducing nmnn- 
fmttnre}, j 

Stock , . ! 

i 

, At Issue rates 

Through Stock 

accounts at the end 
of the month. 

(2} Transfer from iiaother 
’work. 

Work concerned 

At a valuation under 
paragraph 321(d). 

By a special transfer 
entry in Form 53 
prepared as soon as 
the materials are 
received 

Tr»nifcjr ftuother { 

diTi«ion or depwctmmt 


At rates changed by 
the diviaion or 
departinent oon- 
cen»4 

Ditto. 

{4} BupitUera 

j I*urchaie« 

1 

1 

j London Stores 

At rates payable to 
the suppliers 

under their con- 
tracts. 

Ditto. 

{o) f obtained through the ^ 


The English c*ost. 

Ditto. 

Stoyt'S Dtjiartmcnt, j 

London, 

1 i 

t 

roh' paragraph 
4IS if. nfj. 


iS) Indiwii C'hari^'esj ou (.*>) . j 

] 

1 

Head c on<.*en;ed 

Act iivil charges in- 
rnned, i'*(h l)ara- 
■.iraphs 420 and 

1 42i: 

1 Throng cash ac- 
count or transfer 
entiy as the case 
may be. 


The toll value credited to the head concerned should be debited to the work 

(paragraph 318). 

Ih) in the case of materials received direct from suppHeisi full details ot* 
the iirticles received should at the same time be entered in a measurement book. 
FoiiA 2:3. with the full name of the work as entered in the estimate, w(fe‘para- 

gTA jJl 

318. WJwn niixteiials are i^5ued direct to a work theif cost is either 
treated as a final charge or debited to the suspense head '' Materials '' in the 
accounts of the work, as prescribed in i^aragraplis 334 and 335. 

(b) When the suspense head Materials ” is operated on, a detailed 
account of all materials issued to, or returned from, the work should be kept 
in Form 35, Detailed Statement of Expenditure of Materials”, so that 
the total issues of each kind of materials may be watched with reference to 
the estimated requirements. 

(c) When the cost of materiafa issued to a minor estimate is adjusted 
at once as a iBnal charge (paragraph 339), no detailed account in Form 35 
is neeessa^L The Subdivisional Officer should make his own arrangements 
fox exercising detailed control over transactions rdating to materials, and for 
verifjing the unused materials in the event of the char^ of the work passing 
from one officer or suboidinate to another. 
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319. ^ In tlie Detailed Statement of Expenditure of Materials, Form 35, 
only principal materials need be detailed. Both quantities and values of such 
items should be shown except in respect of carriage and incidental charges 
for which values only should be shown. All the minor items may be lumped 
together under the heading “ petty items/’ for which only values should be 
shown. 

1. As the Detspiled Statement of Expenditure of Materials is prescribed primarily to enable 
tbe Divisional Officer to exercise detailed financial control over transactions relying to ma- 
terials, the decision as to which materials may be lumped under the heading ** petty items ” 
is left entirely to his discretion. For instance, materials of any kind may be classed as pettv 
items ” not only when the amounts involved are small but also if the work for which they Are 
required is of such a nature that a detailed control over the quantities of materials, in addi- 
tion to the control over their values, is not considered necessary. 

2. Carriage and incidental charges debitable to the work should be added to the cost of 
the materials concerned in Form 35. 

320. Form 35 shows separately for each kind of materials (1) the esti- 
mated requirements, (2) the net issues of each month to the work and (3) 
the net issues thereto to end of each month. The month’s transactions should 
be posted as follows : — 

I. Issues to the work — (a) Issues from stock should be posted in lump 
from the monthly Abstract of Stock Issues, Form 10, and (b) 
purchases from suppliers and transfers of materials from other 
works, divisions or departments should be posted in detail 
from the vouchers and special transfer entries (vide paragraph 
317) concerned, at the same time as the corresponding postings 
in the Works Abstract (Form 33 or 34) are made. 

II. Issues from the work — (a) Materials returned to? stock should be 
posted in lump from tie monthly Abstract of Stock Eeceipts, 
Form 9, and (b) sales, writes-ofE and transfers elsewhere should be 
posted in det^ from the vouchers concerned, at the same time 
as the corresponding entries in the Works Abstract (Form 33 or 
34) are made. 

Issues from the work should be posted as minus entries. 

(6) Disposal of^ Subplus Materials. 

821. (a) Materials issued to works in excess of reqpii^emeats i^y be trans- 
ferred to stock provided that they are serviceable and eefctain ^ be required. 

(b) All surplus materials at site of works whidk have been completed 
'or stopped or on which outlay has b^n prohibited for any considerable length 
of time, should, if likely to be of use on other works withm a reasonable time, 
be transferred to works in progress or brou^t on to the Stock account, their 
value being credited to the work to which they were originally issued and 
debited to the work to which they are transferr^ or to the Stock aocount, as 
the case may be. 

(c) ISTo credit should be aEowed to a work on account of ^urpto 

if they are unlikely to be of any use within a reasonabi© tiioa ) but a of 
the materials should be'inaintamed in the subdxvi^onal and divisiorLal offices 
as a supplement to the half-year^ stock returns, unless the Superintending 
Engineer considers this unnecessary. 
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‘lij Miitf-rials retiirn«l to store or transferred to other -vrorks should he 
priced rvitbin current market rates, any resultant loss being home by the 
■ 5 s-r.Tk to which they were originally issued. 

1. These do not apj>ly to surplus materials which were origmaily procured by cou- 
iftr or wtrf' isa-iied to them and charged off to their accounts under para- 

31 <h Sf-t' liL”. 


(o) Verification of u^csed balances. 

322. Unused balances of materials charged direct to works should be 
vended at least once a year in the manner prescribed in paragraphs 361-3 
of the Public Works Department Code. Whenever this verification is made, 
a report of verification of the materials should be prepared by the Subdivi- 
sional Officer in Form 37 and submitted to the divisioiial office. The following 
instnictions should be observed in preparing the report : — 

{a) As no continuous account is maintained of the materials actually 
used in construction, it is necessary first to calculate the quantities 
of principal items probably used. This should be done in the 
detailed statement at the top of the form, on the basis of the 
‘"progress’’ of work done on each sab-head, such authorised 
formulse being adopted as may be in general use locally. 

{h) Deducting these quantities from the total quantities of the materials 
issued to the work as per Form 35, the paper balances of the unused 
materials should next be arrived at and set forth against line C. 

[c) The actual balances should be entered against line D, and the differ- 
ences between the actual and paper balances should be set forth 
against line E. These differences should be priced at the actual 
rate of cost which should be deduced from the total value and 
quantity recorded in the Detailed Statement of Expenditure 
of Materials, Form 35. 

The report should then be completed by recording against line P 
remarks explamiog action taken (1) to adjust the differences as 
per line E and (2} if the work has been completed, to dispose of 
the surplus balances as per line D, and by signing the printed certi- 
ficates applicable to the case and scoring out the others. 

{c ) The differences as per line E may be due to {i) the adoption of formu- 
Ife for tleteiTnining the actual consumption, (ii) unreasonable 
wastage, or {ii!} shortage in some other form. All these differences 
should be investigated and dealt with in accordance with paragraph' 
359 (6), {c)and(d). 

3SS. A similar verification of the unused balances of materials must invari- 
ably be made on the completion of a work, but on or before the completion 
of a work, when no more materials are required for use in construction, steps 
should first be taken to dispose of all surplus materials by transfer or sale, 
so that (1) the accounts of the work may promptly receive such credits as 
may be admissible under paragraph 321, (2) the bailee at debit of the sus- 
pense head Materials ” may, as far as possible, represent the net cost of the 
materials actually used in construction, and (3) the surplus balances awaiting 
<dearance may be reduced to a minimum. 
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The report in Form 37 should in this case set forth both quantities and 
values throughout. 

334, If the Gazetted officer or subordinate in direct charge of a work, the 
accounts of which are kept by sub-heads, is transferred before the accounts 
of it are closed, the unused materials at site of the work should be 
verified by the relieving officer in company with the relieved officer and 
the report prescribed in paragraph 322 should be prepared by the subdi vi- 
sional officer and submitted to the divisional office. 

325. A report is required annually of the value of materials at site of all 
works the accounts of which were open on the last day of the official year. 
This report should be prepared in Form 37 and submitted to the divisional 
office in the manner described in paragraph 323, as on completion of work, 
but it is not necessary that the balances should be verified at the cld&e of the 
year if 

(1) the work has been under construction for not more than three months, 

(2) the accounts of the work are expected to be closed within three 

months, or 

(3) the balances were verified ht^any time during the year. 

When the balances are not verified at the close of the year the figures 
against line G, “ Paper balances of unused materials/^ of the report should be 
assumed to be the value of the materials at site, and lines D and E should 
be left blank. 

326. Eeports of Verification of materials in Form 37, prepared under para- 
graphs 322, 323, 324 and 326, should be dealt with in the Divisicmal offiee in 
the manner described below : — 

(а) A register of Clearance of Materials Account should be maintained 

in Form 38. A separate folio of the register should be reserved 
for each work for which a materials account is kept, and for facility 
of reference, the register should he supplied with an index. 

(б) Each Eeport of Verification in Form 37 should be entered in Part I 

of Form 38 as soon as received. 

(c) If any items of shortage or loss reported in line E of an intermediate 

repcnrt in Form 37, prepared under paragraph 332^ 324 or ^26,' ajtp 
oiriered to be chari^ to the su,b-head tie esiihiaie, 

to fbe personal ledger accouhi of a cbhfesloto of to Mb- 
ceHaneot^ P. ,W. Advances fpr recovery from any official or to the 
account of another work, the adjustment should be forthwith 
effected by a transfer entry, so that the total cost of the materials 
to the work may at once be corrected. 

(d) But if any such shortage or loss is ordered to be written off by debit 

to a fina l sub-head of the estimate, other than Cfentingencies, of if* 
there is a surplus and it is to be credited to one or more final 
heads of the estimate, the consequent adjostmenta i^oudd mer^y 
be registered in Part HE of Form 38. Such adjustments feave 
the total cost of materials unaffected, and can, therefore, made 
only by inclusion in the final transfer entry which is inade^ on 
the completion of a work, under paragraph 369. 
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{e) As even’ Eeport of Verification prepared under paragraphs 322 to 325 
deals vith the progressive figures of the cost of materials, line 
E brings out up to date outstanding differences and not merely 
differences since last verification. This should be borne in mind 
when registering differences referred to in clause (&) above, so 
that adjustments once registered in Part III of Form 38 may not 
be registered again. 

(f) Action taken on intermediate reports, in Form 37, should be recorded 
on the reports themselves, but when each such report is finally 
dbposed of, the fact should be recorded in Part I of Form 38 and 
. the entry attested by the Divisional Accountant’s initials. 

(ff) Final reports in Form 37, prepared xmder paragraph 323, should* 
however, be registered in Part I of Form 38 as disposed of, as soon 
as orders on the closing balances and the items of difference, as 
per lines D and E of the report, have been passed by the Divisional 
Officer. These balances and items should then be transferred 
to Parts 11 and III of Fomi 38, where their clearance will be watched 
in the manner described in j^ragraph 369. 


D.--ADJUSTMENTS. 

827. In addition to cash pajmonts and issues of materials there are other 
transactions relating to the accounts of works, which are of the nature of 
adjustments usually recorded in the Transfer Entry Book of the divisional 
office. The detailed rules governing such transactions are given in Chapter 
VIIL ^ ^ 


E.---WOBKS ABSTRACTS. 

Introductory. 

828. An account of all the transactions relating to a work diuring a month, 
whether in respect of cash, stock or other charges, should be prepared by the 
Sidxlivisional Officer in one of the W’orks Abstract forms. In the ease of Major 
Estimates a separate account should be maintained for each sub-head estimated 
to cost not less than Es. I.CmjU, and in the absence of orders of the Dndsional 
Officer to the contrary the remaining sub-heads should be lumped together. 
For such works and for those Minor Estimates the accounts of which the 
Superintending Engineer or other sanctioning authority may desire to be kept 
by mh-hmdB, the detailed Form of Works Abstract A, No. 33, should be 
used. For other Minor Estimates the simpler form of Works Abstract B, 
No. 34, sboM be used in which the account of the final outlay is not kept 
by sub-heads. 

The estimate, account and completion certificate of petty works are ordi- 
narily prepared on a single form, Petty Works Requisition and Account, Form 
32, and separate Works Abstracts are not necessary. But when the accounts 
of the work involve transaetioiis which cannot be suitably recorded in Part 
IV of Form 32 (e.gf., Advance PiLymenis, Secured Advances or Other Transac- 
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■tions of Contractors) tlie accounts should be kept on the simple form of Works 
Abstract, Form 34. 

1. Percentage charges on account of Establishment, Tools and Plant, and Account and 
Audit, levied on works expenditure, under Rules 5 and U of Appendix 7, should not be shown 
in Works Abstracts and Registers of Works, though they are eventually included in the cost of 
works, vide Rule -2 to paragraph 565. 

2, The Superintending Engineer may dispense with the maintenance of accounts by ‘sub- 
heads for any work if he considers that the circumstances of the work render such accounts 
useless or impossible to maintain. In such cases a copy of the orders, specifying the reasons 
should be forwarded to the Accountant General 

829. Ordinarily there should be one Works Abstract monthly for each 
Tvorking estimate, but if the estimate is for a large work which is divided into 
several sub-works, it will usually be found convenient to prepare a Works 
Abstract separately for each sub-work. 

n. — Classification and Record of Final Charges. 

(a) Major Estimates. 

830. The division of a Major Estimate into sub-heads for the purposes of 
accounts is guided usually by the classification sanctioned in the abstract 
of the estimate. If it is intended to purchase or supply materials and to 
employ labour for construction separately {whether by contract or by depart- 
mental agency), the abstract of the estimate should be so framed as to show 
separately for each distinct item of artificer’s work (1) the cost and quantity of 

labour ” and (2) the cost of materials. But if this is not the case, 
when any item of work is to be executed by contract and it is proposed to 
contract for the completed items of work, i^e abstract of the estimate may 
show merely the quantity and co^ of each item of wo:^ ^,3ee paragraph 
195 of the Public Works Department Code. In all cases miscellan^iis charges 
of a general nature, which do not pertain to any sub-head in particular, may 
be treat^ as separate sub-heads, being grouped under one or more heads, 

“ Work-charged establishment,” Contingencies,” etc. See paragraphs 
142 and 196 of the Public Works Department Code. 

1, When the number of sub-heads of m estimate is large it will be found oonveaieiit to 
assign a number to each sub-head and to prefix tliis number to the name of the sub-he«^ 
wherever it is used on vouchers, works abstracts, registers of works or other aooonnti^ 

331. After a Major Estimate has been sanctioned it may be dedided to 
TTifllfft a change in the method originally contemplated for the exeentioh of 
the wmrb. In snch a case the original abstract shonld; be rdSBt in icoqid- 
ailbe with thh inatmetionB laid dowm in paragraph 330. The details of cost 

. and quantities already approved by competent authority should be rearranged 
and the revised abstract should be approved by the Divisional Officer and 
thereafter treated as the sanctioned abstract of the estimate for all account 
purposes. 

332. If the number of sub-heads in the working estimate for a work rar sub- 
work is large, it is permissible to break up the estimate into two or more pasds, 
and to treat each part as a sub-work for the purposes of accounts ; but rib 
part of an estimate can be separated from the rest, if any contract for the 
execution of work connected with it covers also work conneoted with the other 
parts. It is advisable to adopt this epurse if one or more parts of a wodc or 
sub-work are completely executed long in advance of the others and no useful 
purpose win be served by keeping open the accounts of the oomplfeted parts. 
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388 * (fl) The account of each sub-head in. the Works Abstract should ordi- 
narily exhibit 

(1) '‘amount,” le, total charges finally classified under the sub-head, 

(2) “progress,” i.e., total quantities executed from time to time, and 

(3) “ rate of cost,” Le,, cost per unit on the basis of the recorded “ amount ” 

and “ progress.” 

(6) In the case, however, of sub-heads which have been lumped 
together under paragraph 328 above, or sub-heads" representing items of work 
which cannot be expressed in quantities, no quantities are shown in the 
abstract of estimate and the record of “ progress ” and “ rate of cost ” in the 
accounts is not necessary, the entries in the “ amount ” colugon being 
sufficient. 

(c) In other cases the “ progress ” and “ rate of cost ” should be recorded 
in the accounts both during the progress of construction and on completioD- 
of woafk, but the namthly record thereof under any sub-head may, during 
the progress of ccmsl3rocti0n, be dispeased with in the following cases under 
the written orders of the DiyisMHial Ofi&jer which should specify reasons : — 

(1) If the duration of construction under the sub-head is not expected to 

be more than three months. 

(2) If the quantities executed are not in the same units as those specified 

in the estimate or they cannot be expressed even roughly except 

on or towards the completion of the work. 

884 . When provision is made in the abstract of estimate separately for 
“labour ” and “ materials " under any sub-head, the account of the cost of 
all materials issued to the work from stock, or by pxirchase, manufacture or 
transfer, should be kept under a single head, entitled “ Materials,” the sanc- 
tkmed amount of which should be taken to be equivalent to the aggregate 
proriaion for “matmals” in the estimate. This should be treated as a 
suspense head and the details of it recoarded in Form 35 paragraph 318), 
which should accompany the Works Abstract. The “labour” divisions 
only will thus appear in the Works Abstract as separate sub-heads of fiTtA.! 
outlay, Ihiring the progress of the work, the expenditure recorded under 
those sub-heads will be exclusive of the cost of materials, but on the com- 
pletion of the work, the gross cost of each sanctioned sub-head of work, inclu- 
sive of the cost of materials, should be placed on record by making entries 
in the Hegister of Works, in the manner indicated in paragraph 359. 

885* When the sub-heads of a work are divided into “ labour ” and 
“ materials,” the “ rate of cost ” of the labour charges relating to each sub-head 
can be watched separately and the necessary control over the expenditure 
on materials can be exercised through the suspense head “ Materials ” and 
the detailed statement -in Form 35 supporting the entries under that 
head. It is unnecessary, therefore, for purposes of financial control over 
the outlay, either to record in the Works Abstract, xnontl^ by month during 
the progress of construction, the outlay on the materials relating to each 
sanctioned sub-liead of the estimate, or to strike the inclusive “ rate of cost 
o^.the whole sub-head monthly* 
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336. The charges classified under a final sub-head should include all ordinary 
expenses incidental to constraction. If any part of a work is pulled down 
and rebuilt to any serious extent, the extra charges for construction should 
ordinarily be debited to the sub-head concerned unless they are recover- 
able from the contractor under the terms of his agreement. But if the amount 
involved be so large as to afiect sensibly the cost or rate of the sub-head, it 
may be debited to the sub-head ‘‘ Contingencies ” instead or, with the sanc- 
tion of competent authority, to a new sub-head additional to the original 
sanctioned sub-heads of the estimate. 

337. In the accounts of Major Estimates a final sub-head, entitled ** Addi- 
tional Charges for Materials issued to Contractors,” should be opened if the 
system of issue of materials to contractors has been adopted, and the rates 
charged to the contractors therefor under paragraph 308 or 309, as the case may 
be, are either more or less than the actual cost to Government. This sub-head 
should bear all losses on this account and receive credit for all profits as 
explained in paragraph 312. Carriage and incidental charges in connection 
with the materials issued to the contractors, should also be debited to this 
head, if, under paragraph 379, they are chargeable to the work. 

338. If any receipts or recoveries are credited under the rules to the account 
-of a Major Estimate, a special sub-head should be opened in the Works 
Abstract for the reception of all such credits. 

(6) Mihoe Esiimates. 

339. If the Superintending Engineer has desired the aoconmiB oi a Minor 
Estiiaate to be kept by sub-h^s {vide paragraph 328) the rules in paragraphs 
330 to .337 will apply. In the case of Minor Estimates for building bridges 
and other sttu^ctoies, if the transactions relating to the direct issues of 
materials are of sufficient importance and it is desirable with the object of 
exercising control thereon, to record their cost separately in the accounts, the 
procedure prescribed in paragraph 334, in respect of Major Estimates, may be 
adopted and a column opened for the suspense head Materials,” in the 
Works Abstract. In all other cases the account of all final outlay on a 
Minor Estimate should be kept in a single column, headed “ Final 

in Works Abstract, Form 34. 


I.~-Siispens6 Accounts. 

(a) Genbeal. 

^ 340. In addition to the head “ Final charges/’ or the final sub-heads in 
the case of Major Estimates, a few suspense accounts are opened in Works 
Abstracts to record transactions of a temporary character which are C^her 
not adjustable as final outlay in the accounts of the works conoemed the 
correct classification of which cannot be immediately deternimjed. 
accounts are : — 

|i) Materials ” — ^for the record of the cost of materials issued direct 
to work. 
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(2) ‘‘ Contractors— Advance PajTnents for the record of advance 

payments and of their recoveries, 

(3) Contractors— Secured Advances ’—for the record of secured ad- 

vances and of their recoveries, 

(4) ‘‘ Contractors— Other Transactions for the record of all other 

debits or credits to contractors awaiting settlement, and 

(5) “ Labourers ’’ — ^for the record of impaid wages of labourers and of 

their subsequent payment. 

(b) “ IL^terials ” Accouot. 

341. The suspense account “ Materials ’’ has already been referred to in para- 
graphs 334 and 339. This account should be opened in the Works Abstracts 
of Major Estimates if materials are issued direct to works. It may also be- 
opened in the case of Mmor Estimates if the transactions relating to the direct 
issues of materials are of sufficient importance. 

So far as Works Abstracts are concerned this account is never cleared. 
Subdivisional officers should regard it as a temporaiy sub-head for the recep- 
tion of all charges on account of direct issues of materials- The responsibility 
for clearing the head by transferring the charges to the final sub-heads of 
work when closing the accounts of the work in the Register of Works, rests 
with the divisional office, vide paragraph 359. 

(c) Contractors ” and Labocrers ” Accounts. 

843. Advance pajTuents made to a contractor tinder the provisions of 
paragraph 334 of the Public Works Department Code should not be charged 
off as outlay on the work or under any sub-head of it, A suspense head, 
“ Ckmtnictors — ^Advance Payments,” should be opened in the Works Abstract 
(Form 3S or 34 as the case may, be) for the record of advance payments and 
their subsequent adjustment. 

843. Advances made to contractors and suppliers under paragraph 275 
of the Public Works Department Code, whether on the security of materials 
or otheru'ise as well as all recoverable payments made under proper authority 
to labourers an<i others on behalf of contractors, should be treated as advances 
made on accoimt of the work concerned. They should not be charged to the 
general suspense head “ Miscellaneous P. W. Advances,” but incorporafed 
in the Works Abstract as suspense transactions. The head Contractors — 
Secured Advances ” is intended solely for advances made to contractors, on the 
security of materials brought to site, tmder paragraph 275 (a) of the Public 
Wwks Department Code and the head Contractors — Other transactions ” 
should be used for all other transactions. 

844L The head Contractors — Other transactions ” is intended also for 
watching the ultimate payment of the unpaid balances of contractors’ accounts. 
Similarly, &e head “ Labourers ” is meant for the clearance of the unpaid 
wages of labourers. If a Running Account Bill or Muster Roll is only partly 
paH, the total amount due thereon as value of work done or supplies made 
dmuM be brou^t to account in the Woijs Abstract as final charges or as 
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^xpondituTC on the sub-heads concerned^ and the amount remaining unpaid 
should be shown as a minus entry in the appropriate suspense column — Con- 
tractors — Other transactions or “ Labourers.” 

345. The forms (Xos. 33 and 34) of Works Abstracts provide a column 
for each of the suspense accounts enumerated in paragraph 340. The use 
of the head Materials ” is explained in paragraph 334 and the foot-notes 
printed on the forms of the Works Abstracts explain the mode of making 
both original and adjusting entries xmder the other suspense heads. 

346. If any wages of labourers remain unpaid after the completion of a 
work, the accounts of the work may be kept open for a period of one month? 
which may be extended to three mdnths at the discretion of the Divisional 
Officer. * Thereafter the accounts of the work should be closed, the balance 
under the suspense head Labourers ” being left unadjusted. This amount 
should be showm in any Completion Report or Statement that may be pre- 
pared under the rules in paragraph 292 of the Public Works Department 
Code, by a special r mark, as a Kability against the work, and it should be 
excluded from the total final expenditure on the work, so as to arrive at the 
amount actually brought to account. 

1. If ixnpaid wages of labourers are claimed and paid subsequently to the closing of the 
accounts of a work, the payment should ordinarily be charged against a fresh estimate under 
the same head of service as the ori^al work, a suitable note being recorded by the divisional 
office agai^t the closing entry relating to the original work in the Register of Works. Where, 
however, it may prove more convenient, the accounts of the work may be reopened at tlie dis- 
cretion of the Divisional Officer. 

347. The account of a contractor should be closed as soon as hife eontraot 
is completed. If he delays to receive final payment for more titan one znoxttit 
after the final bill has been passed, a note to this eSect should be recorded 
on the Ml, the account of the work as passed on the bill should be incorporated 
in the Works Abstract on th^ authority of the bill and the balance due to hmi 
should be removed from the accounts of the work by credit to the head 
‘‘ Public Works Deposits,” to be dealt with thereafter under the rules re- 
lating thereto. 

1 . If the final account of a contractor shows that he has already been overpaid or that 
the account^ closes with a balance duo by him, the account should settled by a recovery in 
cash or otherwise ; but if an immediate recovery is not praoticablo, the balance should he re- 
moved by debit to the head “ Hiscellaneous P. W. Advaneea.” 

348. Disbursdng offieexs are responsible for keeping a sixict over 

the balances under the suspense accounts “ CJontractors ” and Labourers,” 
with a view to prompt adjustment by recovery, settlement of account or 
detailed measurement, as the case may be, Por this purpose the statement 
headed Detail of Contractors’ dornug balances ” in the Works Abstract 
should be examined monthly. Subject to the provisions of paragraph 346, 
these accounts should be cleared before the accounts of a work can be closed 
on completion. 

IV. — Liabilities Awaiting locorporatzoiu 

349. liabilities are not incorporated in the accounts of works except in iiie 
iollowing cases : — 

(a) Unpaid balances of partly paid running account bills or muster rolls 
axe invariably incorporated, vide paragraph 344, 
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(b) T]k‘ value of materials received from sources other than stock (includ- 

ing manufacture), whether for issue to contractors or for issue 
direct to works, is at once brought into the accounts of works 
even though payments to suppliers and adjustments crediting the 
transfer accounts concerned, may not be made at once, vide para- 
graphs 312 and 317, and 

(c) unpaid muster rolls and bills of contractors and suppliers are* 
sometimes taken to account, vide paragraphs 346 and 347. 

Disbursing officers are, however, responsible for keeping a strict watch 
over all liabilities with a view to settle them promptly. Money indisputably 
payable should never be left unpaid. It is no economy to postpone inevitable 
payments, and it is very important to ascertain, liquidate and record the pay- 
ment of all actual obligations at the earliest possible date, vide Article 194 of 
the Civil Account Code, Volume L 

850* If any liabiliti^ of works are incimred on behalf of contractors under 
the provisions of paragraph 2S9, arrangements should be made for with- 
holding sufficient balances from their bills or for making necessary recoveries 
from them in due course. On the analogy of th.e rule in paragraph 275, all 
records on the authority of which liabilities may be liquidated or incorporated 
in the accounts, should invariably specify (1) the full name of the work as 
entered in the estimate, (2) the name of the sub-head thereof if any and (3) 
the recoverable charges, if any, with the name of the contractor or other 
person from whom recoverable. 


V* — Record of Progress. 

86L Entries of “ progress ” in the Works Abstracts {vide paragraph 333) 
should be supported by details in the statement provided for the purpose on 
the reverse of the Works Abstract form. These details should be furnished by 
the Engineer ox subordinate in charge of the work or by any executive officer 
or suloidinate detailed for the purpose, and should be based on entries 
abeady made in the measurement book. Their compilation from measure- 
mtnt l ooks, vouchers or other records, by members of the office establish- 
ment should not be permitted. The following points should be specially 
borne in mind : — 

(») Only ‘‘ quantities actually measured and paid for should be reported * 
ae “ progress.” 

{ii) The progress reported should specify the quantities executed up 

^ to date,” sets of earlier measurements covered or superseded by 
later ones being ignored. 

(Hi) The progress of an item of work should be so reported as to describe 
as approximately as possible, in terms of the unit adopted, the 
quantities of work executed up to the required standard^. 

Koxe, — I i is recognised that perfect cannot always be secured in making inter- 
mediate reports of progress. A fsMy reliable record is all that is neocssaiy, but if the natut«^ 
of tbs work mtlE^a it Imposaible or difficult to achieve this in practice, reports of progress may 
be dispenacd with in oases oovered by paragraph 3$$. 
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VL— Preparation^ Completion and Dr^osal of Works Abstracts* 

852. The Works Abstract should be prepared in the sub-divisional office 
in the first instance. It should be posted day by day jErom the Cash Book 
and the connected bills of contractors and suppliers, cash refunds and writes- 
back of final charges being posted as minus entries. At the end of the month, 
stock and adjustment transaction should be added and, in the detailed state- 
ments provided for the purpose, quantities of work executed should be posted, 
from measurement books or other sources and the closing balances of con- 
tractors^ accounts should be detailed so as to prove the correctness of the up- 
to-date totals under the suspense heads (1) Contractors — ^Advance Payments, 
(2) Contractors — Secured Advances and (3) Contractors — Other transac- 
tions. The Works Abstract should then be forwarded in original to the divi- 
sional office, where all necessary completing entries will be made in respect 
of the direct charges and adjustments made by the Divisional Officer and 
the abstract checked and closed under the supervision of the Divisional 
Accountant, who should record a ceitificate in the following form : — 

This Abstract has been checked ftn^ipr tny vision* I have personally 
compared all the items in the ^Details of contractors’ closing 
balances ’ with the Contractors’ Ledger and found them correct.’^ 

1. Tlbe po^rfang of stook and adjustment transaefcioiLS may, if pjceferred, be done entirely 
in the diviSbual office. 

2. Postings made in the sub-divisional office Bhotild be in black ink and all postings and 
corrections made in the divisional office in red ink. 

3. Office copies of Works Abstracts need not be kept, as the or%inids are refcamed by the 
divisional office after oompletioii- ^Before the Works Abstracrts are shat the^diviiBooal 
ofito, the up-to-date totals fi^ould be altered forward in the letuisB for the' foBowing month 

thw should b© (XMxected, if necessary, on receipt back of the Wofto Abstracts hi>in tim 
divismnal office, 

353* When finally completed in all respects, all the Works Abstracts of a 
month should be examined by the Divisional Officer and any explanations 
necessary called for from the Subdivisional Officer. The monthly examina- 
tion of the Works Abstracts is an important part of the duty of the Divisional 
Officer and must not be omitted. He must initial (and ^te) them in token, 
of the performance of this duty. 


REGIBTEE OF WOBSS. 

L— Fonns oC Works and Preparation. 

354. {a) The permanent and collective record of the expenditure incurred in 
the division, during a year, on each work estimated to cost more than Rs. 1,000, 
is the Kegi^ of Works. This record is znamtained in the divisional office. 

(b) There are two forms of Be^sters of Works cocnresponding req^ective;^ 
to the two forms of Works Abstracts (Forms 33 and 34), for Mapr and Moor 
Estimates. The detailed form, 40^ should be used for Major Bafemtes and fJie 
simpler form, 41, for Minor Skimates. In resp^ of petty works no record, 
is necessary beyond the Petty Works Bequisifeion and Accdunt, Bonn 32, 
which is self-explanatory, but, if desired, expenditure on these works may be 
recorded in the Eegister of Works for Minor Estimates, Form 41. 
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355* The Registers of Works are posted monthly from Works Abstracts. 
A separate folio or set of folios of Perm 40 should be assigned to each Major 
Estimate, but entries relating to two Minor Estimates can be made on a single 
page of Form 4L MTien separate Works Abstracts axe prepared, under 
paragraphs and 332, for the sub-works or parts of a Major Estimate, the 
transaction^ relating to each Works Abstract should be posted separately 
and an abstract for the entire work should be prepared on a separate folio 
or set of folios for comparing the cost of the work and its sub-works with the 
provision in the estimate. The following instructions should receive special 
attention r™ 

(a) The Register of Works is not a classified account of works ; for 

facility of reference it should be supplied with an index which 
should be subdivided under the prescribed heads of account classi- 
fication. 

(b) The saactioned anioimt of estimate should be entered in respect 

of each wort. When, supplementary estimates are sanctioned, 
the additional amounts Banctiemed litould be entered below the 
conesponding amounts of tiie original esiamate and totalled. 
But when a revised estimate is sanctioned, the register of the 
original estimate should be closed and the revised estimate should 
be entered on a fresh folio, prominently marked “ Revised Esti- 
mate ” in red ink, and a reference to the foUo on which the original 
estimate is to be found should be entered thereon. 

(e) In the ease of works for which specific appropriations are sanctioned 
individually, ride paragraph 112, the amount of appropriation 
for the year should be noted in the register at the top of the page, 
any additions or deductions made during the year being noted in 
the same place. 

{d) The blank vertical columns in Form 40 should be utilised for the 
final sub-heads ol the estimate and for as many of the s . spense 
heads as may be opesrated upon, but the sub-columns for “ quan- 
tity ” and the horizontal columns for “ rate of cost ” shoiddbeleffc 
blank in respect of sub-heads for which there are no quantities in 
Works Abstracts, lide paragraph 333. 

(e) In Form 41 the final charges on works should be posted in the column 
'■ Total value of work done ” and the single column “ Suspense . 
Accounts ” should embrace the transactions imder all the suspense 
accounts. 

IL— Examination by Divisional Officer. 

356. Before the date of submission of the monthly to the 

Audit office, the posting of the Registers of Works should be completed and 
the registere should then be laid before the Divisional Officer for review. The 
montiily account of each work on which there has been expenditure dTiring 
the month should be initialled (and dated) by the DivMonal Officer in the 
column set apart for the purpose, in token of his having examined the entries 
and loond them correct. Actual as well as probable excesses, whether in the 
total cost of a work or ssd>-head or in the rate of cost of a snb-head, should 
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receive special attention, and Works Slips in Form 39 should be prepared 
and submitTfced to the Superintending Engineer when necessary, tide para- 
graphs 67 and 82 of the Public Works Department Code. 

1. If the tiansactioDS of a divi ion are reTy large, the Divisional Officer may allow an extra 
period of a few dajs for the completion of the Registers of Works, but the submission of tiie 
monthly accounts to audit and the completion of the Works Abstracts {paragraph 3o2) should 
not be delayed on this account, 

2. It should be seen, with special reference to works on which there have been only petty 
or no transactions during the previous two or three months, if there are circumstanoes justi- 
fying the retarded progress of expenditure. If any such works have been stopped or are know'n 
to be nearing completion, the delay in closing their accounts should be enq[uired into ; see also 
paragraph ^57. If the slow progress of expenditure is due to delays in measuring work done or 
in settling up bills, the cause at work bli.uld receive attention. 


m. — dosing the Accounts on Completion of Work. 

(a) Srttlemect of Liabilities akd Assets anb Clearance op Suspense 

Accounts. 

357. It is an object of great importance to close the accounts of works as 
soon as possible after the actual work of construction is completed, vide 
paragraph 78 of the Public Works Department Code. If there is necessarily 
any delay in closing the accounts, it should be seen in particular that further 
charges are not incurred without the permission of the Divisional Officer. 

368. Before the accounts of a work can be closed on its completion, it 
should be seen that any adjustments of cost necessary under the i^es, e.j., 
paragraphs 175, 176, 404 and 420 of the Public Works Department Cbde,, 
have been duly made in the accounts, that all liabilities not originally 
brought to account have either been liquidated or since brought to account 
and that the balances under the suspense accounts Contractors and 
Labourers have been cleared, vide paragraphs 345 to 348. If the whole 
or any part of the expenditure on the work is recoverable from another 
department, local body or individual, action should be taken to jefiect or 
complete the necessary recovery before the accounts of the work are closed. 

859. The suspense accoxmt “ Materials ’’ should be cleared and the total 
cost of materials should be distributed over the fijoal sub-heads concerned,, 
before the accounts of a work can be closed so that, foar statistical porposeSy 
the fall cost, indirsive of the value of materials ot each class of work, may 
be worked out and placed on record. GChis is effected in the divisional 
office in the following manner : — 

{a) After orders have be©a passed by the Divisional Officer on the 
final report of the value and venfication of materiala at site {wide 
paragraph 323), the action taken from time to time as to the 
disposal of surplus balances and to the adjustment of discre- 
pancies and losses should be recorded in Form 38. 

(6) Petty deficiencies and surpluses held to be due to the adoption of 
f ormidss for determining the quantities used m consfcmction, may 
be adjusted under the orders of the Divisional Officer by debit 
or cre^ to the sub-heads concerned, action being taken separately, 
if necessary, to make suitable revision of the fotmuUe in use. 
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c) SI) on ages an< I losses ft ‘r'vrhicli any contractors are held responsible 
sl.oiilfl bo adjusted by prompt recovery either in cash, or by debit 
to their personal ledger accounts. If thej’ are recoverable from 
other jx^rsotis tl^e debit should be transferred to the “ Miscellaneous 
P. W. Advances ” account for recovery in cash or by deduction JErom 
pay bills. 

(A) Other actual losses which are irrecoverable should be written off 
under the orders of competent authority, the charge being trans- 
ferred to the sub-head Contingencies, or to the sub-heads con- 
cerned, or even to a new sub-head opened for the purpose, as may 
be considered suitable with due regard to the statistical value of the 
recorded cost of final sub-heads of work. 

(c) The cost of surplus materials which cannot be sold or transferred else- 
where and losses on account of the sale or transfer of surplus stores 
at a reduced valuation, should be adjusted by charge to the sub- 
heads conceimed. 

(/) In making notes of these ad|u8toen.ts in Form 38, adjustments to be 
effect^ by debit or credit to the final sub-heads of the work should 
be kept distinct from those affecting other heads of account or the 
accounts of other works. Only transactions of the former class 
should be posted in the columns headed “ If debited to sub-heads 
of this work '* and marked G and H in Parts II and III respec- 
tively. See also paragraph 326. 

iff) "When Parts II and III of Form 38 are completely registered bs above 
and there are no more adjustments to make, Part IV of the form 
should be filled up as follows : — 

(i) Against line 1 should be entered, by sub-heads, the total calculated 

cost of materials used in construction, as r^er line B of the final 
report in Form 37 referred to in paragraph 323. 

(ii) Against lines 2 and 3 should be entered, item by item, the adjust- 

ments registered in Parts 11 and III, respectively, of Form 38 
in the columns marked G"and H, vide clause (f) above. 

(iif) Entries against lines 1, 2 and 3 should then be totalled up, so as 
to arrive at the total debits to be raised against the final sub- 
heads, by minus debit to the suspense head ‘‘ Materials,” on ac- 
count of the cost of materials relating to each. 

(h) On the basis of the totals of Part IV a closing entry should then be • 
madeintheKegisterof Works with the approval of the Divisional 
Officer, and the inclusive rates of cost of aU the sub-heads con- 
cerned should be struck, entries being made as shown below : — 


— 

Quantity, 

Amount, 

Total . 

1,00,000 

20,000 

Kate 

20 

Trma£er entry of coet of materials, aa per Part IV of 
Potm 3S 


10,000 

laelcstTe cost ........ 


50,000 

loeliu^ rate 


30 
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860. The sub-head Additional Charges for Materials issued to Contractors’" 
^(paragraph 337) should receive the special attention of the Divisional Officer 
who should, if necessar 7 , investigate l&rge closing balances under this head 
.before permitting the accounts of the work to be closed. It is not necessa^.y 
■to clear this hef^ by transferring the charges booked under it to other final 
‘fiub-heads, but profits or losses which are not clearly traceable to known difEer- 
ences between the rates chargeable to contractors and the actual cost to 
Government, should not be accepted as correct without closer examination. 

361. The accounts of annual maintenance estimates must be dosed in the 
month fixed by the local Government, under paragraph 223 of the Public 
Works Department Code, as the last month of the working year for the 
puGtpose. Ordinarily, it should be possible to complete aU the repair work 

to settle the accounts of contractors and other suspense accounts, befora 
the expiry of the working year. If, in any exceptional case, any work re- 
mains to be done and, in accordance with paragraph 225 of the PubEc Works 
Department Code, it is proposed to carry it on to completion, action should 
be taken as under : — 

(1) The expenditure incurred in the next working year should be treated 

as expenditure against the annual maintenance estimate for that 
year. 

(2) The suspense accounts of the work should be closed in the last month 

of the working year, by transfening the balances of all thoss 
accounts to the general suspense accounts “ Publio Works De- 
posits ” or Miscellaneous P. W. Advances,” as tibe ease may 
be, which should be relieved in the following month by retransfer^ 
ling the balances to the suspense account ooncemed in the accounts 
of the maintenance estimate for the next working year. All 
unsetfled liabilities and assets should then be treated as those per- 
taining to the next working year’s estimate. 

(6) Closing Entries and Eeview' of Expenditure. 

S6S. (a) When the work is completed and the accounts of it have been 
■ settled and written up as indica-ted in paragraphs 358 and 359 a double red ink 
line should be ruled below the final entries and a note made in red ink Wa& 

completed in 19 ” This note should be rijmed by the 

Officer in tdken of his satisfying himself that all aeSoh^w beei^ talc^ uridlisr 
4 thoiE»e paxsLgrsLphs, It will ^ ^ authcdfy for treatu:^ the accounts of the 
^ork as dbeed, and a work sfaouldnat be reported as completed in the divisional 
accounts unkM^ this authocoty has been pmeed on record. 

(6) K it is a Deposit Work, steps should be taken promptly to surrender 
4he unexpended balance, if any, of the deposit wiih the approval of the 
Divisional Officer. 

(c) Excesses ovhb Estimates. 

(0 Excesses passed by DivisioncA OffieeK 

363. If the total expenditure on the work is in excess of the sanctioiied 
.estimate and the excess, is passed by the Divisional Officer undetr Las powers, 

B 
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the words “ Excess passed by uie should l e added to the completion note 
recorded under paragraph 3^J2. 

{it\ Cohipk'^iM and Statements. 

384L If, however, the excess is not within the Divisional Officer’s powers ' 
to deal with, a Detailed Completion Report in Form 44 should be prepared 
or the item should be include in a consolidated Completion Statement of 
Woifcs ai:d Repaiis in Form 45, as may be rt quired und^r the rule in paragraph 
292 of the Public Works Department Code. The completion note in the 
Register of Works should then be amplified thus : — “ Work completed in 

19 Completion submitted with this office letter No 

dated.. 19.,.*/’ 

The orders passed subsequently by higher authority on the excess reported 
in the Completion Report or Sta-tement should also be noted in the Register 
of Works to complete the record. 

W . — Cknxeetiim of errors alter closing AcGounts. 

3SS. Should an error or omissicm in the recorded expeanStu^ of a work 
come to light after its accounts ha\-e been closed, the accounts should be re- 
opened unless the sanctioned estimate has lapsed under the operation of the- 
ride in paragraph 263 of the Public Works Department Code. If the estimate* 
has lap^, and the amount of the error or omission exceeds ten rupees a 
full report of the circumstances should be made to the Audit Officer, who 
will decide whether any correction in the accounts is necessary and, if so, 
whether the revised sanction of competent authority should be obtained. 

V.— Schedule of Sates. 

itSL The Schedule of Bates referred to in paragraph 193 of the Public' 
Works Department Code should be prepared on the basis of rates prevailing 
in each locality. As this schedule is required for the important purpose of 
preparing estimates and is also taken as a guide when settling rates in 
contract agreements, mcessary analyses of the accepted rates for each de- 
scription of work, and for the varying conditions thereof, should, as far aa 
practicable, be recorded. 


©.--CONTRACTORS’ LEDGER. 

f TOtt mteft in this asctam afi|)3y to all tiaDsactions with contractors in connection with the- 
coixtEaetB or jobs undertaien by them, whether relating to the execution of works or to the- 
supply ci matemfe for woiks or stock.] 

L~Form and use of the Ledger. 

367. The accounts relating to contracts should be kept in the Contractors’* 
Z^dget, Ponn 4S, a separate folio or set of folios being reserved for all the trans- • 
ucfions witii each contractor for whom a personal account is maintained... 

paiagraph 368. 
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368. Except in the foUowiag cases a personal account should be opened 
in the ledger for every contiactor, whether or not a formal contract has been 
entered into with him. 

(a) If the work or supply entrusted to him is not important and no pay- 

ment is made to him except on a First and Final Bill, Form 24, 
on completion. If any materials are issued to the contractor or 
any payments are made on his behalf, a ledger account must be 
opened. 

(b) If the Account of Petty Contractors, Form SO, referred to in paragraph 

40, is maintained in respect of any petty contractors, separate 
personal accounts for such contractors need not be maintained, 
a single ledger head, Petty Contractors,'’ being sufficient as ex- 
plained in paragraph 372. 

IL— Posting the Ledger. 

869. The Contractors’ Ledger should be written up in the divisionaPpffice. 
It is not necessary for the sub-divisional officer to maintaia a similar ledger in 
his office but if he maintains one the divisional office may not require him 
to furnish extracts therefrom. 

370. Except when a contractor’s account is to be closed and the procedure 
prescribed in paragraph 347 is observed in respect of unpaid bills, the value 
of work done or supplies made by a contractor should not be credited to his 
accoxmt until his bill has been passed and payment made thereon. Debit 
entries in the ledger should be made onfy on the basis of ttansaeticffis recorded 
in the accoxmts, the postings being made from the supporting cash, stock or 
adjustmcmt vouchers; liabilities not yet liquidated should be excluded 
altogether. The value of materials, if any, issued to a contractor under para- 
graph 308 or 309 should be debit^ to his account on the authority of his 
admowledgment, see paragraph 312, 

1. Security deposits of contractors should not be included in their personal accounts in 
ithe ledger, vide paragraph 441. 

371. (o) The form of the ledger provides for the following columns : — 

Particulars of Bill or Voucher : — 

L Date, 

'% VouoheirNo. 

3. Serial Number, if a Bunning Account Bill. 

Net Transactions detailed bf suspense heads . — 

4. Advance Payments. 

5. Secured Advances- 

6. Other Transactions. 

7, Name of work or Account and particulais of transactions, 

“Gross Transactions : — 

8. Debits. 

9. Gredits- 

10. Total value of work or supplies, 

11. Remarks 

E 2 




96 


J71 ] WOBK ACOODKTS. [ ChAP. Xl- 

(6) Colnmns 8 and 9 constitute the ledger account proper and columns 4, fr 
and 6 set forth the net efiect of each pc sting on the three suspense heads 
maVing up the account. Column 10 is also not a part of the personal account 
but will be found useful for the purpose of exercising a check over the con' 
tinuify of bills in the case of running accounts. 

(c) Columns 1 to 3 and 11 require no explanation. Instructions for filling; 
in columns 4 to 10 in the case of personal accounts are given below : — 

(i) Column 7. — “ Name of Working, etc.” Here should be entered the fuU’ 
name of the work to which the bill or voucher relates except in 
the case of suppliers’ bills, when the name of the acscount concerned. 
Stock or Purchases, should be stated. Brief particulars des- 
cribing the nature of the transaction should then be added, and 
against the line should then be p)osted, in the money columns 4, 
5, 6, 8, 9 and 10, the ifigures relating to that transaction only. 
II any dedootioas have bem made from the bill which are credit- 
able to another wodk the <aedit txansaotions should be posted,, 
in a separate line, in coltunns 6 and 9 against the name of the- 
work concerned. 

Kotx. — ^X f tliere we seTenJ contracts in oonuection with a work or account, the transactionB' 
MkiiDg to each shouki be distingubhed preferably by quoting the number and date of agxee-^ 
lacnt or work order. 

(//) Column 4r. — ‘‘ Advance Payments” — If tie bill is a Running Aoooimtr 
Bill A or B (Form 25 or 26), figure D of Account I siould be posted 
in this column. 

(in') Column 5. — Secured Advances ” — If tie bill is a Running Account" 
Bill B, Form 26, figure E of Account II should be posted in this 
eohixm. 

(♦t>) Column 6. — Other Transactions ” — ^In the case of Run nin g Account 
Bills, figure 6 oftheMemoraDbdum of Payments should be posted 
in this column. If a paynoent is made on a First and Final BiU, 
Form 24, no entry should be made in this column unless a recovery 
is made from the contractor on any account. In the case of 
trtosactions other than these, the amount paid or recovered 
should be entered, 

(i?) In columns 4, 5 and 6, debits to contractors should be posted as plu® 
entries aUd credits as minus entries. 

Column 8. — Gross Transactions — ^Debits ” — If it is a Running 
Account Bill, figure H of the Memorandum of Payments should 
be posted in this column, otherwise the total amount paid or 
chargeable. 

{mi) Column 9. — Gross Transactions — Credits ” — ^Here should be* 
entered the value of work or supplies creditable to tho contractor,, 
which will be figure F of Account I iu lie case of Running Account* 
Bfib. 

CViluiim 10.' — Total value of Work or Supplies ” — In the case of 
BoDudng Aocotint Bilfe here should be entered the total value of 



97 


CtoAP. X. ] WORKS ACCOUNTS. [ 37S-4 


work done or supplies made up to date, as per figure A of Accouut I 
of Bill, but before posting the bill it should be seen that the figure 
shown in Account I of it as Deduct value of work shown on 
previous bill ” agrees with the last entry in cdumn 10 of the 
ledger against the work concerned. In token of this check this 
last entry in column 10 should be initialled (and dated) by the 
Divisional Accountant. 


EL — ^Petty Contractors^ Aocooni 

S72. If the accounts of petty contcactois are prepared in Form 30 (vide 
paragraph 291), a single ledger head should be opened for the running accounts 
of all petty contractors. This account should he posted from the accounts 
in Form 30. There should be no entries in columns 4, 5 and 6 of the ledger 
and columns 8 and 9 should be posted from columns 12 and 9 respectively 
of Form 30. Entry B of column 7 of Form 30 should appear in column 10 
of the ledger as the total value of work done, and before posting in the ledger 
the Petty Contractors’ Account of a work, it should be seen that the last entry 
in colu m n 10 in respect of that work agrees with entry A in column 8, Deduct 
value of work shown in previous bill/’ of the account to be posted. In token 
of this check this last entry in column 10 should be initWled (and dated) 
by the Divisional Accountant. 

873. When under paragraph 291 (m) a petty contractor’s account is to be 
removed from the ledger bead “ Petty Contractors’ Account ” to a separate 
personal ac<iount for him, the total value of work done up to date and the total 
payments up to date should be debited and credited, respectively, to the 
Petty Contractors’ Account, and taken on to the personal account as credits 
and debits. This double entry should be made on the authority of the 
special deduct entries made in columns 7 and 13 of the Account of Petty 
Contractors, Form 30. 


I7.~Babaichsg and B&oool 

874. The ledger aocotmts should be closed and balanced monthly. The 
closing balance of each personal account should be detsdled so as to show, in 
respect of each separate work or account (Stock or Pandiases), the amount 
outstanding if any under each of the three suspense acoounts, (1) Advance 
Payments, (2) Secured Advances and (3) Other TmnsAoUom, with a quo-^ 
tation, in each case, of the last Running Account Bill and of aS the vouchers 
supporting unadjusted outstandings under Other transa(ytio3as ” not 
incorporated in the last Running Account Bill. In the case of R nrmm g 
Account BiDs these balances can easify be ascertained from the Memoran- 
dtun of Payments as indicated in the table nelow and it will be found con- 
venient in practice to make a note of the outstanding balanoes of each bill, 
in the ledger, when posting the bill, so that at the end of the month tiie closing 
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balance of the ledger account may be verified with the net result of the details 
already recorded 



Serial kumber of isamsY in Mbmo- 

RANUra OF PAYMENTS ON BILL FOBM. 

CliiBs oi balAikoe. 

BuimlDg Ac- 
count Bill A. 

BLmuiimr Ao- 
Acotint Bill B. 

Rimming Ac- 
count Bill C, 

^ 1 ) Adv'anee paymeutt • . • . 

2 


- 

<2) Seeumi Advajaccs .... 

•• 

3 

«• 

p) Other trwiaactic/na' • , . » 

■ It,..,-.— 

1 ^ 

1 

0 ' 

2 


876. The Petty Contractois Ledger account should also be closed and 
baknced in the same way, the balan<^ being recorded as pertaining wholly 
to the suspense bead “ Other TiansactionB.’* 

876. The Divisional Accountant should be held responsible for the correct- 
ness of the Contractors’ Ledger and for securing agreement, month by 
month, between the balances detailed in the works abstracts and the corre- 
sponding balances of the accounts in the ledger. He should further see that 
there is no indication of a transaction i)ertaining to a running account having 
been settled on a form of bill not permitted to be used for the purpose. 

377. (a) Periodically all the personal accounts in the ledger should be 
examined to see (1) that balances do not remain outstanding for a long time 
without iustification and (2) that, in the case of running accounts, b^ are 
peepamd at reasonable intervals. 

(h) Lntries in coinmn 10, “ Total value of Work or Supplies,” not bearing 
the initials oi the Diviaonal Acoountant recorded under paragraph 371 (c) 
fviii) should be reviewed in particular to ascertain the cause of delay, if any, 
in t be preparation of final bills. This examination' must invariably h& made 
before a volume of the ledger is laid aside on completion, so as to ensure that 
aU outstanding accounts in it are carried forward to a new volume. 


V.— Scrutiny of Accounts by Contractors. 

878. A contractor requiring a copy of his running account bill or an 
eitiaefc from has account in the Contractors’ Ledger should be furnished with 
Hie same. He should be encotuaged to look at bis account in the Wg ar 
and saga it in token of Ms acceptance of it. See also rule 2 under para- 
graph 299, 


H.-StmDRY RULINGS. 

L — Carriage and Lmidenial C9iai|^^ 

StTOi. (a> The cost of carriaga stock matffidals to^ of work, and of aQ 
charges ha coii^teeiaw with the movemmr^ fhom |daoe to place, o£ 
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other materials issued to or provided specially for a work, should be chaz^ 
direct to the account of the work, the exact dasaification of charge being as 
indicated below : — 


Natnre of issue of materials. 


1. Issoes to Ckaittaokiis under pani{p»ph 308 ; — 

(а) To tbe piomised place of deltrety j . 

(б) Bejnmd the plaea of deliTery, if inoaned 

IL Issnee to Contraotois under pacagiaph 309 
nL issaee Dizeot to Woiks 


Head changeable in the accoont of the worib 


“ lioal Charges " in the case of Minor EaU- 
mates and “ Additional Charges for Ma- 
terials issued to Contiactoa in the case 
of Major Sstimaies. 

The peisonat account of the contractor nnder 
the Boapense heed “Cdattaetoia— Other 
iMmsacmns^’* 

Ditto. 

The snh-head to which the cost of the materials 
is chained. 


(6) When snrplus materials are returned from a workf to stock, the cost 
of caudage should be borne by the work, but if they are transferred to another 
work, the charge may be debited to either work as may be equitable. 

(o) Incidental charges connected with the movement of mateiiab issued 
to or provided spedaHy for a wodc or letumed therefrom, should be adjusted 
in the same way es the cost of carriage. . 

(d) In all cases the places from and to which ooav^ed, the distance, 
the quantity and the approximate weight must be clearly stated in the payment 
VGOdMOB, 


XL— Chafes for Examination of SoiL 

380. The expense attendant upon the necessary examination of the soil 
for the foundations of works ordered by competent authority should be treated 
as outlay on works and not as a continent charge, provision for it bmng made 
under the service head concerned in a requisition or estimate according to the 
sum involved. 

nL— Mpniffl'palEateaaiidlfexeswBamieinttal BuiWings. 

SL, Husie^ai rates and taacee on pabHc buildings occupied as residences 
when payable Govemramit under paragraphs 311 and 312 of the Public 
Works Sepsitmeat Code, are chargeable to the maintenance estimates of the 
buildings concerned. 

IV.— j^^yment Military Labour. 

888. When Military labour is employed on the exeeutiwi of a work, the 
Officer Commanding the unit can. obtain from the Controller of Militaiy 
Accounts ooncemed, a lump-eom advance to meet heavy initial expenditun 
up to Bs. 10,000 but not exceeding one quartet of tiiie approximate tota 
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*moan<- payable on the contract, as certified by the employiag authority. 
The debit on account of the advance made vill be received firom the Controller 
through the exchange account, and the responsibility for the final adjustment 
of the advance by recovery from the value of the work done rests with the 
employing authority. 

V.~-Execniion of Goveenment Works by Local Bodies. 

883. When the Public Works Department entrusts to the agency of a 
District Board, or other local body, the maintenance of Government buildings 
or roads, without transferring the property to the local body, the payment 
made to it on this account should be treat^ as a payment for work done by 
a contractor. If lump sum payments have been agreed upon, the procedure 
for settling the account periodically, and for recording the cost of the works, 
may be simplified, with the concurrence of the Accountant General, pro- 
vided: — 

(o) that a certificate that the work has been done in accordance with the 
cnodiiicma agreed upon is placed on record by a responsible official, 

(6) that if the payment is made for a number of works, expeuditute on 
all of which oaonot be classified in the accounts under a bead 

of account, the necessary detailed classification of the charge is 
set forth, and 

(c) that, as far as pt^sible, the liabiliiy of a year is settled within that year 
(see also paragraph 361). 

See also paragraph 273. 

1. Tbeaa paymeixtB sboold not be charged to the minor head “ Grante-in-Aid”, that head 
being tatended for payments in oonnection with (1) roods which are either not the property of 
GofmisMBt. or, bea^ snoh property, hare been transferred to the control of a local body and 
misecBoBsotia rfru wotta^ the coet of which if oonstrnctod by the Pnblio Works Department 
WMdil be eheegeeUe to the minor bead “ Or^mal Works— Bnildingj—CSvil Works ”, 
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CHAPTEE XI.— MAmJFACTUKE ACCOUNTS. 

A— INTRODUCTORY. 

384. WheiL materials are inaiiufactured departmentally, dtiieEC for thB 
general requirements of works or for a partdcular work^^ a separate aocotznt, 
called a Mamifaetore Account, must be kept of the transactions connected 
with each manufacture. See also paragraph 430. 

885. The detailed accounts of the expenditure on a manufacture are maia- 
tained in the same way as the accounts of a work and, in addition, an account 
is kept of the quantities and values of the products of the roamifaetoce. The 
two sections of the accounts are known, respectively, as the “ operation 
and the outturn ’’ accounts. 

386. The ordinary forms of the Registers of Works are unsuitable for 
recording the progress of the transactions of a manufacture. Form 43^ 
Register of Manufacture, should be used instead. 

887. It is essential that the accounts of a manufacture shall not remain 
open indefinitely. If the operations are seasonal, the accounts of each season 
should be kept separate and closed as soon as the operations are dosed. In 
cases in which operations are continuous, the accounts must neverthelese be 
closed periodically, but at least once a year. 


B.— OPERATION CHARGES. 

888. A Manufacture Account is charged directly with (1) the value of raw 
materials issued from stock or obtained otherwise, (2) the cost of the labour 
employed, and (3) other incidental charges connected with the operations. 

389. The following rules apply to certain special incidental charges : — 

(a) Capital charges, such as the cost of land, kilns, specaal pla^ 

incurred in connection with a inanufactu]^ IAS® m>fe exteatuti 
beymad a sin^e season, are debited Wholly to the account of the 
immu&cture. 

(i) Capital charges in comiectibn with a manufacture extend in g over 
more than one season shouki be debited, in the first instance, t» a 
special account under Ihe sub-head ‘^Land, Kilns, etc.” of the- 
Stock aocoimt. This account should also be diarged witih. tiber 
cost of repairs and renewals of the kilns , etc. All these 
should be recovered in suitable instalraents by debit to tibe ^ Op^ 
ation ” accounts of the ^veocal seasons, the imniber of mstaixx^to 
and the amount chargeable for each season being determined on 
the merits of each <Mise. 

1; The decBsioia as to the EmitaHe fc a ta nn o ntg wBereby iifce Land, eto.’’ w^oont is* 
to l)e cfeiared as given by tb© aotbjority saawfaoning the nofeal djoiold be 

recorded m the Hegieffcer cd &so<k, Eoim 12, azd not deviated feom farther orders- 

€f that oathocSW. 
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2. When the land, kilns, plant, etc.. nc.iiiiieJ for departmental manufacture operations are 
Icatfd to a contractor of the dirifSon or other i«rson, the rent charged should be credited to 
thH special account and not to Rerenue. 

(c) If the manufacture is uniierfcaken on behalf of other divisions or de- 

partments, or of local bodies or individuals, a charge should be 
made on account of establishment and tools and plant, if leviable 
under the rules, Appendix 7, for outlay on works undertaken 
on their behalf. 

(d) Save as provided in clause (c) above, no charge is permissible on 

account of tiie general establidunent and ordioary tools and plant 
charges, or on account of interest on the capital cost of the land, 
kilns, plant, etc., though all these charges should be included in 
any proformi accounts of the manufacture operations of the divi- 
sion, which may be prepared under the orders of the local Govern- 
ment, with a view to compare the cost of articles manufactured 
departeentaQy with rates charged by suppliers. 

SOU. *016 aceounts of road metal diggmg axe not treated as manufacture 
accounts, but the charges connected with ia^ and quarries acquired for such 
operations should be dealt with in accordance with paragraph 389 (h). 


0.— VALUE OE OUTTUEN. 

891. A Manufacture Account is credited with the values of the manu&o- 
tured articles and of the surplus materials sold or otherwise disposed of 
{paragraph 321). 

882. The outturn account referred to in paragraph 385 should show, 
moidh by month, the quaniiti^ and values of each class of articles manu- 
laotered, cezapared witii iSte corresponding figures shown in the estimate 
(if any). The detwled aooount for each month should be prepared in Form 
36, Oattum Statement of Maxraiactaie, and ahould be attached to the Wodb 
Abstract for the opera&n. 

898. The rates for valuing manufactured articles ahould be so as to 
represent, as accurately as possible, the actual cost of manufacture per unit, 
but ahould not exceed the market rates. 


D.-UENERAL ACCOUNT. 

8M. A Manofactuxe Account is essentially a suspense account, as the cost 
of the operations cannot be cleared finally until they are dosed. Manufoc- 
taie teansactaons are, therefore, recorded under a distinct sab-head, called 
" Maaofactnre ” of the Stock suspense account. 

896 . In the Stock accounts, the manufacture transactiems nWM 
xeocaded thus — 

(a) Operation chafes should be slmwn as modpts ©f Stock tttiiIot 
the sob-head “ Manufoctoxe,’* chargee zejpreseiQting T^ue of 
Stock matanals lasoed to, nupmfaotitzie being Hin^ltn.»y y T nBlT 
aeis^ of 8 t 0 (* uad^ 
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(6) All outturn sliould first be brought formally on the Stock acwunt, by 
crediting its value to “ Manufacture ” and simultaneously showing 
the articles as receipts of Stock under the sub-heads concerned. 

1. If the rate at whioh any artide of onttom, manwfactnred for a paitionkr woifc, is vkbied. 
is diSereat from -the Issae B&te of e similw article alieady In stock, the two utidee diodd ap- 
pear as distinct items in the Stock accounts. 

2. No Btoiage charge is leviable in respect of materials manufactaied cm behalf of other 
divirions, depubnents, local bodies and individuals, which are formalb’’ passed through the 
Sto<& accocmt under thk paragraph. See also pataf^ph 389(c). 

396. The difference between the “ operation ” and “ outtom ” should be 
adjusted under the orders of competent authority before the accounts of a 
manufacture are closed. If the orders issued have the effect of enhancing nr 
lowering the value of the outturn already brou^t to account, the adjustment 
will be made by a suitable entry {without any fresh quantities) in the Outturn 
Statement, Form 36 ; in other cases, the loss or g^ as ihe case may be, should 
be taken to the expenditure or revenue head concerned by a regolsr transfer 
entry, which wiU affect the “ operation ” account only. In all cases, ihe 
total “ operation ” and “ outturn ” should equal each other on closing the 
Manufacture Account. See also paragraph 197, Rule 2. 
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CHAPTER XII.— SUSPENSE ACCOUNTS. 

A.-INTRODUCTORY. 

897. The account of the minor head “ Suspense/’ sub-divided into as many 
of the five heads named below as may be required, is kept in each division 
under a single major head of expenditure unless the local Government has 
directed otherwise : — (1) Purchases, (2) Stock, (3) Miscellaneous P. W. Ad- 
vances, (4) London Stores, and (6) Workshop Suspense. These heads are 
•of a temporary character and aU transactions recorded nnder them are 
dltiinately removed either by payment, or recovery, in cash, or by adjust- 
ment. The transactions, therefore, consist of both debits and credits, the 
latter being treated as reduction of expenditure when tnaking up the account 
of the major head. 


B.— PURGHASES. 

388. When materialB are received from a supplier or from another division 
or department, for — 

(i) a specific work, or 

(n) stock, without being paid for during the month, 

their value should be credited to Purchases, so that, j>er contra, the cost may 
be included at once in the accounts of the work or Stock, and those accounts, 
as well as the connected subsidiary accounts, may take cognisance of the 
reieeipt of znatorials as toe earli^ opportunity, even though the payment 
or of the cost may not be made for some time. See paragraphs 

188, 812 anA 81T. 

889. When toe actoal Vfdtm of toe matocials is not known, it will suffice 
if an estimated figure is adopted, any difference being adjusted, as soon as 
known, by a jplua or a minuB credit to Purclmes, as the case may be. See 
also Rule 1 to paragraph 400. 

400. When the price of the materials is paid or adjusted in transfer, the 
payment should be debited to Purchases, and the outstandiug credit thus 
cleared. 


^ ^ in payment exceeds the amount credited to Purchases, the 

dilformoesixMild toohaigod drost to or to the work concerned. 


Unclaimed balances in the Purchases account should be dealt with in 
accorJance with the procedure prescribed for Deposit balances in jpairagicaph 
461. Paragraph 462 regarding the repayment of lapsed deposits ap^es 
mutandis to repayments of lapsed balances of Pttrohases. 

The aoeount of this head should be kept in Form 67, Suspense 
toe deteib being reex^rded in a separate set of folios for eato of toe 
h mdmgs (1) PorchASKjR for Stock and (2) Purchases for i^pecd^ works. 
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C.-STOCK. 

403. The head Stock ” is opened in all divisions in which stocks of 
^mterials are maintained for general purposes, vUe paragraphs S59 — 360 of 
■the Public Works Department Code. In divisions in which no stocks are 
maintained, this account should be opened only when any manufacture 
.operations axe undertaken 

404. The money limit for the Stock reserve of a division, prescribed by 
the local Gtovemmeht vide paragraph 360 of the Public Works Department 
Code is meant to be appli^ to the value of materials acquired or manu- 
factured for stock purposes only. Excesses over this limit are, therefore, 
permissible only when caused by unadjusted expenditure on naanufacture 
operations connected with specific sanctioned works. 

405. The account head “ Stock ” is charged with all expenditure connected 
with the acquisition of stock materials and with all m^ufacture operations. 
It is credited with the value of materials issued to works, or sold, transferred 
or otherwise disposed of, and the balance of the account represents the book 
'Value of the nataterials in Stock jplus the unadjusted charges, etc., connected 
with manufacture. 

406. The sub-heads of the Stock account are : — (1) Small Stores, (2) 
Building Materials, (3) Timber, (4) Metals, (5) Fuel, (6) Painters’* Stores, 
(7) House fittings, (8) Miscellaneous Stores, (9) Land, Ki l n s, etc., and (10) 
Manufacture, ^os. (1) to (8) may be replaced locally by other suitable 
heads, if necessary. 

407. (a) The general account of the receipts, issues and balances of the 
suspense head Stock should raamtedned in the Stiiq>tose Eeg&ter, 
Form 67. A separate aooount should be kept in respect of each sub-head, 
lie teanBactions of the several sub-divisions being detailed therein as separate 
items and the totals of ^ sub-divisions as another. Transfers within the 
diyiaon should be accounted for against a single item Deduct — Transfers 
within Division,” before the total for the entire head “ Stock ” is struck. 

1. The clearaaee of balances tinder “Transfers within Division” should recsefve specda] 
attention. ^ 

(&) The subsidiary accounts of Stock are described in Chapters yil and 
211 . , , ^ ' 

D.— P. W. ADVANCES. 

408. Transactions recorded under the head MiseeHaneous P, W. Ad- 
'vances ” are divided into four classes : — 

(1) Sales on credit. 

(2) Expenditure incurred on Deposit Works in excess of depoarte 

received. 

(3) Losses, retopenchments, errors, etc. 

(4) Other items. 

Kotx. — ^F ecsonal advances drawn front the fsteasory, and audit retonohxiaeQ^ made from 
biUs casited direct at the treasoiy, do not appear in ^be aioootizit^ of divhnonal oMces;. Advanooi 
;faade to cKmtraotors iqipear in the aocmnsds ^ woAb. 
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409* When stores of any kind are sold on credit, their value (jdwa, if re"" 
coverable, the percentage charges referred to in paragraph 367 of the Public 
Works Department Code) should be debited to Miscellaneous P. W. Advances^ 
under the sub-head Sales on credit,” so that (1) the accounts of Stock or 
works from which the materials are issued may be kept correct, and (2) the- 
recovery of the value from the local body or individual concerned may be^ 
watched through the regular accounts. 

1. Ill t ach Qifie there mnat be authority for the sale on credit. 

410. Outlay on Deposit W orks is required to be limited to the amoimtsi 
of deposits received. Any expenditure on Deposit Works incurred in exc^- 
of the amount deposited is chargeable to jVBscellaneous P. W. Advances- 
pending recovery, to effect which action should at once be taken. See para- 
graph 416. 

411. Under the heading Losses, retrenchments, errors, etc.” appear 
the following : — 

(а) Deficiencies in cash or stock. 

(б) Actual losses of cash or stock. 

(c) Errors in accounts awaiting adjustment. 

(rf) Ketrencbmenta and losses of other kinds recoverable from Govern- 
ment sercants- 

412. The head Other items ” is meant for all debits, the allocation of' 
which is not known or which cannot be adjusted untU. recovery or settlement- 
is effected or write-off ordered. 

41S. All other debits representing items awaiting settlement or recovery* 
fall under the head Other items.” The following are cited as examples : — (1)4 
debits, the ciasaificaiion of which cannot at once be determined, (2) recover- 
ihle debits pertaining to the accoimts of a work, and (3) recoverable 
to works, the accounts of which are closed {vide Bule- 
1 to paragraph 361). 

414. Ko charged may be debited to jMiacelianeous P. W- Advances ” om 
the ^ound of ab^nce or frusul&eieBoy of saactioix appropriartion, except a& 
provided for in paragraph 410. 

1. The Ehane- of KUinicipal twiefl paid by Goremment on behalf of tenant? of Govenmaent 
baihJiiiji'i iinder the proTiaiionct of paragraph 311. Note 1, clause (c), of the Public Works Depart- 
ment C*ode, should be debited tu tiiiis head pending recoTery. 

415. Items in the Miscellaneous P. W, Advances ” account are cleared 
either by actual recovery or by transfer, under proper sanction or authority,, 
to some other head of account. Items or balances which may become ir- 
recoverable should not be so transferred until ordered to be written off. 

416. The detailed accounts of this head should he kept in Form 67, Sue- 
pense Begfrter* For items falling under the class Expenditure incfuired 
on Deposit Works in excess of deposits received ” details are not necetesary,. 
as the^e are recorded in the Schedule of Deposit Works, Form 65, For each 
of the other three classes of items, a separate set of folios' should be reserved, 
and all the items under each class should be detailed so that their clearance 
may be watched individually. An abstract should prepared to show the 
totals of all the classes. 
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E.--LONDON STORES. 

417. The head London Stores is the suspense head through which are 
passed all transactions connected with stores obtained through the Stores 
Department, London. The objects of this account are (i) that the stores 
received from England are brought on the a:counts of Stock or works imme^ 
diately on their receipt, without waiting for the advice of the payments made 
in England by the High Commissioner, (it) that when the advice precedes the 
‘Btores the receipt of the latter is watched, and (ui) that in all cases agreement 
is secured between the charge to Stock or works, and the payments made in 
England. 

418. When the stores arrive, this account should be credited, and the 
.accounts of the works concerned or Stock should be debited, with the English 
cost of the quantities actually received, the amount beii^ detennined by 
tconverfcing the invoiced sterling value into rupees at the average rate of ex- 
*change (which will be communicated by the Accountant General) for the 
month in which the payment was made in England. 

1. If the month of payment is not known, the average rate of exchange for the month in 
which the stores were despatched from England shoold be adopted provisionally, sabjeot to 
a Ijiistment on reoeipti of the advice of payment. 

419. When the advice of the payments for stores made in England is re- 
ceived from the Accountant General, the head London Stores should be i 
debited and the minor head English cost of Stores credited (the entry , taking 
the form of a rnirnis charge), converting the sterling paymeBte at the aremge 
rate of exchange for the month of paymeait. 

L The t±ah£»hcf^s under the head English coit of Si/cres are divided into two parts 
to show {*) Par Vakie (at £l=Rs. lb), and (ii) Lois or Gain by Exchange the diHerqpoe 
betwe^ tb& par value md the valne at the average rate of exchange), a separate detailed head 
being provided for each. 

2. The minor head English cost of Stores app^rs only under the major head under which 
the suspense account London Stores ’ of the division is claisifiel .vide paragraph 307. 

420. Indian charges (e.g., balance of sea-frexght and carriage and inci- 
dental charges) should be debited direct to Stock or works concerned unless 
incurred prior to the arrival of the stores in the divBion, in which case they 
ehouH be charged to London Stores, and on receipt oi the stores Ihe charge 
rshould be transferred to the relevant accounts of works or Stock, when making 
;iiie adjustment of English cost as laid down in paragraph 418. 

421. The foflowing additions are made in England to the invoiced price 
^ English stores : — 

(a) One per cent, for marine insurance, cost of stores lost, general average, 

etc.. 

(b) Two per cent, fox departments charges (of the Stores Department, 

London). 

*These charges are, however, not leviable if the charge would foil on* a Oenfertf I 
head of account, but when stores or^inally obtained for a work of the Oezitral 
Cfovtoment or for a Stock account of the Central Gcn^ermnent, are mbee^ 
^uen^y transferred to a work or account for which the CJentral €fevemmeiit 
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is not fioandally responsible, the chaises should be debited in India to the* 
work or account concerned. These percentages, when levied in India, should 
be credited to XXXV.— Miscellaneous — ^Percentages chargeable on Euro- 
pean Stores for provincial Governments, etc.” 

428. The balances at credit of this account represent the value of stores* 
received for which no advices of payment have come to hand and debit 
balances indicate the advised value of stores, which have not yet been, 
received. All balances should be watched with a view to early clearance, 
special reference being made at once to the Accountant General in respect of “ 
each item of the former class. 

488. Balances due to short deliveries, etc., which cannot be cleared by re-- 
coveiy of cost are not adjustable until their write-off has been sanctioned 
by competent authority. 

^4. The transactions under this head should be recorded in detail in a> 
monthly schedule, Fomi 71, Schedule of London Stores. 

^6* Indettfcg on the Stores Department, London, should indicate the • 
detafled classihcation of the charge, whidt in the case of the Public Works 
Department, is always the head Expenditure in England — Stores (Voted) 
subordinate to the major head under which the suspense head London Stores 
of the division is classified : see paragraph 120. In each case the following 
particulars should be added: — 

(1) whether debitable to Central or Provincial revenues ; if the latter,. 

the name of the provincial Government ; 

(2) whether the major head pertains to Reserved or Transferred espen-- 

diture. 

Thus, ia a Buildings and Roads division of the United Provinces, in which the 
Londiim m kept under the major head ‘'41. — Civil Works,”* 

an indent ftnr steree keqinred partly for agency woaiB of the Central Govern-* 
ment and partly for provincial works (of apartments dealmg with Reserved 
as well as Transferred sabjecfes) and Deposit Wcaks, wil b6 dacmfied as shown... 
below : — 

41. — Ci\il Works — ^Expenditure in England — Stores. 

Pro>inciaI — United Provinces. 

Transferred. 

Voted. 


P.— W^ORKSHOP SUSPENSE. 

42fi. When a workshop has been established, the accounts of which agre* 
kept in accordance with the rules in Chapter XIII, all direct on the^ 

jobs executed and on other operations of the workshop is passed through 
the suspense he^ Workshop Suspense, and a separuite ^wioauhtis kept* 
under it of each job or operation, so that all charges reljatmig t6 ea^ may be 
e^ec^ and charges of a general nature inay/be ^tebly disbribiffied ov^ 
^ , operaiions aSected, before Ihe to^ cost recoverable ia- 
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427. The recorded expenditure on a job is removed from the suspense 
account ojoly when, and to the extent, an adjustment* is effected ags^t the- 
deposit received’or against the service or other head concerned, vide paragraph 
436. This removal is effected by a credit to the account of the Job. But 
when any charges are transferred from one job or operation to another, the- 
transfer should be made by jjIms and minus ^bit entries. 

428. On the completion of a job, all outstanding charges on it most be- 
debited, as soon as possible, to the head concerned, but in cases where this- 
cannot be done, as in the case of expenditure incurred in excess of the deposit 
received, the unadjusted amount should be transferred to the head Miscel-- 
laneous P. W. Advances pending settlement. 

429. The detailed account of this head should be kept in a suitable formi 
prescribed in accordance with the role in paragraph 431, the object bemg’ 
to maintain an account showing the cost of each job or operation and its- 
adjustment from time to time. 
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CHAPTER XIII.— WORKSHOP ACCOUXTS. 

A.— INTRODUCTORY. 

430. In many divisions there is a small shop for the eseeution of repairs to 

tools and plant or of small manufacture jobs. The accounts of works executed 
in such shops should he kept in the forms prescribed for repair works or manu- 
factoie operations, as the case may be. * 

431. Larger workshops, with special plant or machinery, also exist, which 
are treated as separate sub-divisions, or divisions, for account purposes. 
When such workshops are of tihe character of ^uosf-commercial undertaking, 
•the Bj'sfceia of aocoonts will be that prescribed locally for similar undertakings. 
’When they are rom mainly foi departmental purposes, the accounts should be 
kept in aocoidance with the general rales ahd prindples laid down in this 
chapter. In dther case, the exact forms to be u^ «id the prooedure to be 
observed will be settled in respect of each workshop in consultation between 
the local Government and the Accountant General. 

43S. For every job there must be an estimate of cost (providing for all 
charges, including the prescribed percentages for xndired charges, vide 
paragraph 437) sanctioned by competent authority and accepted by the 
indenting officer, local body or individual : see also paragraph 376 of the 
^lic Worte Department Code. The amount to be realised from the indent- 

party will, however, be based on the actual cost, though the authorised 
fimit of oost, which the officer in charge of the workshop may incur without 
• farther attthcraty, is that shown in the accepted estimate. 

1. M tto axemi^ of a job for uxnOur or department is Bisely to extend beyond 

one fioandal year, liinit of the oort vbieb is»y be ineaned in each vesr diociid also 
be settled befoiehaad. 


B.— DIRECT AND INDIRECT CHARGES. 

483. Receipt and expenditure transactions in connection with workshops 
.are Inoo^t to account as follows : — 

(o) Where capital accounts are kept of a workshop intended maiuly for 
the needs of the Irrigation Branch (».e., if the workshop is to he 
regarded as being m a gtftMi-eommeretal bams), the captal eapen- 
di^t^ should he recorded under the letevaut diviaion and sub- 
divMon of the naajor head 56. Receipts representii^ recoveries 
of eapif^ expenditure will be takenin redactimi of such rapendi- 
tore, while nev^ue receipts and working exposes wiH he booked 
under a i»w minor head, opmred u nder t he OMrespmiding division 
and sdb-diviBcm <rf the roaajor head XHI, entitled “ Eeoeapfe from 
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Workshops/’ divided so as to meet the requirements of the pro 
formd accounts of the shop {vide paragraph 439). 

(&) Where capital accounts are kept of a workshop intended mainly for 
the needs of the Civil Works Branch, ah expenditure incurred 
upon it, whether of the nature of cajutal or of working expenses, 
should be recorded under the major head 41. Eecoveiies of 
capital expenditure will be taken in reduction of such expenditure ; 
revenue receipts wiE be booked under a new minor head, opened 
under the major head XXX, entitled Receipts from Workshops”, 
divided so as to meet the requirements of the pro formd accounts 
of the shop. 

\c) Where no capital accounts are kept of a workshop, for whichever 
branch intended, aE expenditure should be booked under the 
major head 15 or 41, as the case may be, and aM leceipte, whether 
“recoveries of expenditure” or “revenue receipts”, under the 
minor head “ Miscellaneous ” of the correspondiBg rev^ue head 
XTVorXXX. 

434. AE Capital charges on buildings, plant and machinery and stock 
materials, and aE Revenue charges incurred on theix maintenance and on the 
upkeep of the neo^sary general establishment, should be accounted for as 
or dinar y Public Works transactions under the major head concerned, in 
accordance with the preceding article and under the general rules of other 
chapters of this code. These are charges which neither pertain to any indi- 
vidual job executed in the shops, nor are capable of direct apportiorunenb 
amongst aE the jobs, and are, therefore^ met out of the grants of the Depart- 
ment, the distributicHi of such chargee over individiual jobs being made in 
accordance with tihe rule in paragraph 437. 

435* AE other expenses connected with the operations of a workshop are 
ohaigeable to the jobs concerned, and should, therefore, be accounted for under 
the suspense head Workshop Suspense {vide paragraphs 426 to 429). The 
charges pertaining exclusively to any job should be debited to it at once,, 
and those of a general nature should be treated, in the first instance, as general 
charges (under one or more suitable headings) and apj^rtioned subsequently 
amongst the jobs concerned in accordance with a definite procedure. 

1. This djoes not apply to incidental ohaiges cozmected iri^ tlia akock of laatezials 

widen siwwilcf badefejSl vitit paragrapie 4St and 196. 

2, M shonii be taken into account, even thougb nndisbnrsed, so tliafc the geoeiat 

charges may be aB<x»ted month by month, and the recorded ezpendituie on each 

job may represent, as far as jpoesibie, the actual cost up to date. 

436. In the case of jobs of aE classes, the cost of operations should be 
charged off or adjusted in transfer (paragraph 427), as the maybe, 
month by month, but in the foUowii^ cases the accounts of a job may be 
settled once a year in March, or in an earher memth if the job is completed 
^lier {vide paragraph 428) ; — 

(a) Wien the total cost during the year is not larger than-Bs. 500 or any 
other limit that may be fixed in consultation with the Accountant 
(General. 
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(b) When the monthly settlement of account is inconvenient to the in- 

denting division or department. 

1. When the estimated cost of a job is recovered-in advance, it should be kept in deposit in 
the first instance, and the adjustments of actual cost made under this paia^ph should be 
effected against the deposit, the unexpended balance being refunded only when the job is com- 
pleted and the account of it settled. 

2. When an employe of the division is exempted, under paragraph 376 of the Public Works 
Department Code, from paying the estimated cost of a job in advance, the cost of the operations 
should be charged monthly to the head Misoellaneous P. W. Advances, pending recovery which 
is usuaJiy made by deduction from pay. 

437. In addition to the direct charges referred to in paragraph 435, the 
account of each job should be debited, not through the Workshop Suspense 
account but dinectiy under the head of account concerned, with suitable per- 
-ccntages to cover the indirect charges enumerated below : — 

(а) Storage charges under paragraph 367 of the Public Works Department 

Code. 

(б) Interest on the capital coat of buildings, plant and machinery, 

(c) Ha&atenimce chatgi^ o£ buildings, plant and machinery. 

(d) I)epreciatiaa of plant and madfameiy* 

(a) EstabKslnnent charges (induding 1 pear cent, oh account of Audit and 

Account Establishment) : see Rde 9 of Appendix 7. 

See also paragraph 434, 

The percentage for storage charges should be calculated on the book value 
of materials issued to each job. The other charges are ordinanly calculated 
on the total cost of labour and stores pertaining to the job. It is usual to 
charge a further percentage on account of profit except in the case of jobs 
executed for other divisions of the province. 

pwoeute^ leaixs^ on aooonnt of establishment charges is treated as reduction of 
Ml aceordanoe with the roles in Appendix 7. AH other percentages are treated 

jii veramn 

488. The indirect charges refearod to in paragraph 437 should be brought 
to ac(x>unt whenever the settianuent of the accotmi of direct charges ia effects 
under paragraph 436. 


C.— ASnsrOAL account and review. 

489^ Annually, pro formd acooimts of each workshop should be prepared, 
^conjEofeting of— 

(0 the Capital Acc<^t, showing the values (after making due allowaaoce 
for depreciation) of the buildings, ina<iinery and ^aat, and sto^k, 
and the cwitetanding balance of the Workshop Suspense Account 

(if) the Outtum Account showing, in such detail as isotay be necessary, 
the ehaxges on labour and stores, and tihe general and indirect 
charges, and 
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(m) The Profit and Loss Account, showing on the one side the actoal 
working liabilities of the year, e.g., (a) interest calculated on the 
mean capital of the year under all the heads named in (t) above, 
(6) the actual maintenance charges of buildings, and machineiy 
and plant, (c) depreciation of machinery and plant calculated on 
the capital value thereof and (d) general establishment charges 
plus (1) a suitable addition thereto on account of leave and 
pensionary charges and (2) one per cent, for audit and accounts 
establishment, only on such jobs in respect of which this pererai' 
tage is not credited to the major head “ 23— Audit ” in the legulax 
accounts (vide Rule 2 to paragraph 11 of Appendix 7) ; and on the 
other side the percentage charges made under paragraph 437, 
excluding the 1 per cent, for audit and accounts establishment 
credited to “ 23— Audit ” under Rule 1 to paragraph 11 of Ap- 
pendix 7. , , , , , , 

1. Tlie Stock sbcconnt shotild be treated as a part of Woiksbop aooocmt^ only ij^ aiod ia 
-tbe extent, the reserve stock is declared by the local GoTeminent to be part and parcel of the 
■shops. When the whole or part of a stock is merely an adjunct to & workshop, nedther the 
interest charges on it nor the losses or gains (including storage charge®) ariring out of it, should 
appear in the Profit and Loss account of the workshop. 

440. The Accountant General should review the annual accounts of a worik- 
shop, in consultation with the officer in charge of it, and suhmit a report to 
the local Government on its financial working, specialJy bringing out the neces- 
sity, or otherwise, of revising the ^rcentages fixed by the local Government 
-for the several charges referr^ to in paragaph 437 above, 

1. To facilitate the review of percentages it wifi, be found convenient to show, in the Profit 
,and Loss account, not only the fi^ires of the year but also the progressivn fignre® to the dba® 
jof the year, commeaiciiig from a suifcabte date. 
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CHAPTER XIV.— DEPOSITS. 

A.-INTEODUCTOET. 

441. Deposit transactions of the Public Works Department are of two 
kindr : — 

I. — Public Works Deposits, which pass through the regular accounts 
of the division, 

n. — Interest-bearing Securities. 

Deposits of the first kind comprise transactions of the following classes, 
which are passed through the account head Public Works Depoats : — 

!(•) Cash depositB of subordinates as secuiity, 

(h) Cash depbdts of bonlxaetacs as secoziij, 

(e) Depoedts for wod: to be dime, 

(d) Sums due to contractors on dosed aooottnts, 

(e) hBsoellaneoos deposits. 

The interest-bearing securities referred to in class 11 are deporited by- 
subordinates and contractors. These do not pass through the legolat ae- 
counts of the division. 


B.— SICDBITY DEPOSITS. 

44S. Security deporats of subordinates and cmitractors, whether luade in 
cash or in one of the fcmoB of seourity referred to in puagrapb 443 sie covered 
by a bond or agreement setting forth the conditionB under which the security 
is held and may be ultimately refunded or appropriated. Reference to such 
bond or a^eement should be recorded in the Deposit Register or the Register 
of Securities, as the case may be. 

448. The recognised forms of Interest-bearing Securities, and the rules " 
to which they are subject, are indicated below ; — 

(o) (Sovemment Securities other than'] Under the rules in Chapter VIII 
Post Office 5- Year Cash Certi- of the Gh)veniment Securities 
ficates. ^ Manual issued by the Con- 

(6) Municipal Debentures and Port! troller of the Currency. 

Trust Bonds. J 

(c) Post Office 6-Year Cash Certificates'! Under the rules for Cash Certi- 

(d) Post Office Savings Bank Pa® V ficates and Savings Bank ao- 

j counts issued by the Post 
j Office. 
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(e) Deposit Eeceipts of recogaised The depositor shoald be re- 
banks approved by the local quired to get the leoeipts 

Government. formally transferred to the 

■ pledgee. If the deposit be 

for more than twelve months, 
the receipts should be for- 
warded to the Aooountant 
General for custody, 
wise they should be retaiiied 

by the Divisional Officer. 

The depositor should receive 
the interest, when due, direct 
from the b^Jc, on a letter 
from the anih)ximtg 

the bank to pay it. 

444. Security Deposits lodged in the Post Office Savings Sank should be 
hypothecated to the Divisional Officer, or to the Subdi^onal Officer if this 
has been specially authorised by the local Government The Bank P^s Books 
should remain in the custody of the officer to whom the deposits are pledged. 

1. All the Pass Books should bs soab to tha Post Office a? as aft?r t le 

April each year in order that the necessary entries on a:>aonnt of interdjfc may be mal» in them. 

445. Cash deposits of subordinates and contractors may be converted, at 
the cost of the depositor, into one or more of the forms of mterestrbearing 
securities, provided 

(i) that the depositor has expressly desired this in writing, and 

(ii) that the acceptance of the new form of security is permissible undei 

the roles as well as under the terms of the agreement or bond. 

1, Cash which has actually been received or recovered may be converted even though the 
fuU amount of the deposit, wluch is being paid in instalments, has not yet been realised. 

446. Percentage dednetaons on accoiint of S6cimt7, made %»pa 

Mils, sbdTiId also be credited to the head Pab|io "Woihs Uepoaite. As as 
exception to this general rule, the secarity may be exacted by mthhoMing froir 
paymeirt tiie leqoired percentage of the value of work act^y measured anc 
passed, if the total asnotmt reooTerable on this account during the offiMa 
year in mj case is so small that its exclusion from the works outlay of the 
is not likety to afEect the grants appreraably. Amounts tins withhdki appea 
in the suspense account, “Contractors — Other TraissaetiQns’^ of the vro^ 
concerned, vide paragraphs 340 and 344. 

447. Without the spedal orders' of competent anthrmi^fy, no seoialb 
thould be repaid ox letranrfened to the depoator, or otherwise dis 
p6^ of, except in accordance with the tenm ci his agreement mr bcndl 

, 1. aShe depositor’s aofaxxfrtodgipeat shoBld l)e obtained in aS eases ol seenatr 
liVbte aa.bstseeftt'bearii^ seeiml^ is letamed or zetacamrieRed, iibe aelmovMginaat sboe) 
aeS foetb ito^Wpaitioakws oi flmseewci^. 
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C.— OTHEE DEPOSITS, 

L-For Works. 

448w Deposits for works other than tahavi works are passed through the 
head Public Works Deposits. Such works are known as Deposit Works 
and the detailed rules rating to them are given in Chapter XV. 


n. — Contractor* Qosed Accounts. 

440. Dnder the rules in paragraph 347 sums due to contractors on closed! 
accounts may be placed in the Deposit account. When a sum so held in- 
deposit is ultimately paid to the contractor concerned, his acknowledgment 
sboidd set £oar^ as would establish the settlement of his 

account ia oonncotion with the work concerned. 


in. — MuceSaimns. 

460. All other deposits are classed as Miscellaneous Deposits. This- 
head also holds, until clearance, all items of receipt, the dassifieation of which 
cannot at once be determined, or which represent errors in aocountiiig 
ing adjustment. 


D,~LAPSED AM) CONFISCATED DEPOSITS. 

4KL In the accounts for March each year, the followiag classes of items in 
the Public Woiite Deposit account shouii be credited to Grovemment as lapsed’ 
deposits: — 

(i) Original depoedts not exceeding one rupee remaining outstanding for 
one whole account year, 

(n) Balances not exceeding one rupee of items partly cleared during the 
year then closing, 

(iw) Balances unclaimed for more than three complete account years. . 

L 7or (b. pupOM of tim ink the age of a repayable item, or of a balance of it, is to b»- 
cwfamad as datmg tmaa the tinte vben &s item or the balaaoe, as the case may be, became-- 
fiariiiepayabfe. 

452. Depoeits credited, to Govemnoent uader pazagraph 451, oz ooiu6ecated< 
tmdex the piovisioius of an agreement or Ixmd, caonot be repaid vithoat- 
preaudit by tbe Aocoimtant General vbo will antixoiise payment on. aseeiv 
taining (1) that the item -was really received, (2) that it -was credited toi Gov- 
wament as’ lapeed oz confiscated, and (3) t^t the (daimaiit's identily and' 
tHie te the lamisy am certified by the Divkional Officer. The amount repaid’ 
aihonld be treated as a zefond of receipts under the major head to which it was 
etll^dded and the zepsyment should be noted in the Bepoat. Begtsteir agamst ' 
titt doctor i^te (uedit te GoverazE^t, teefe paragra^ 
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E.— ACCOUNTS OF PUBLIC WOEKS DEPOSITa 
L — ^Deposit Begister* 

453. A record of the transactions relating to PabKcWoodb Deposits should 
be maintained in the divisional office in a register in the fom as the Sus- 
pense Eegister, Form 67. This Deposit Eegistex should shovr, month by 
month, the total receipts and adjustments and the closing balance of each 
separate deposit item ; but in respect of deposits for work to be done which 
•are accounted for in detail in the Schedule of Deposit Works, Form 66, a 
.single entry for all such deposits wiH suffice. 


IL — Schedule of Deposits. 

454. From the Deposit Eegister a mon^Iy extract, known as the Schedule 
of Deposits, Form 78, and showing for each item the opening bsJance, the 
receipts and adjustmente of the month, and the closing balance, should be 
prepared for submission to the Accountant General. The entry for deposits 
for work to be done will be supported by the Schedule of Deposit Wcwrks. 

455. In the case of divisions where the total number of outstanding items 
under Public Works Deposits is usually very large but the number of items 
affected by the monthly transactions is smaB, the Accountant Geaeral may 
authorise the preparation of the Sdiedule of Depotits in the alternative Form 
79. This form is in two parts — Part I, Abstract Account, giving the totals for 
^ch class of deposits, and Part IZ, Detailed extract from the Deposit Eegister. 
In Part 11, only such items need be extracted from the Depoist Eegister as are 
;afflect©d by the month^s transactions, bnt in the schedffies for the months 
*of June, Septemb^, December and March all current items should be shown, 
including those not affected by the month^s transactions. 


F.— ACCXIUNTS OF IFtTEEE^T-BBAEING 

• 466. Transactions connected with interest-bearing securities do not pass 
throng the cash book and consequently the regular accounts of the division, 
nuless any cash actually passes through the h^ds of officers of the depart- 
ment, which should be avoided as far as postible. A register of the receipt and 
dispcml of these securities should, however, be kept in Form 85, Eegister of 
Jhterestr-bearing Securities, and at the of the year an account in Form 86, 
Account of Interest-bearing Securities, should be -pn&pexed from thfe 
ior submission to the Accountant General. This account ehouH be 
by (I) the acknowledgments (in oiig^) of the djeposifem fm secmritie^ 
asetqrned or re-transferred to them during the year and (2) the certificate the 
Diyisibonal Officer that all securities shown as outsta ndin g in this aoocumt, ox 
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their acknowledgments the authorised custodians (wde paragraph 443), 
axe in his possession. 

Ir If any Post GfSce Savings Bank deposits have been hypothecated to a Snbdivisional 
Officer tinder paragraph 444, the register for &tich securities sbould be kept by him and he should 
sign the annual certificate in respect of them. 

2 , The account procedure to he observed virben a subordinate, who has famished an interest- 
bearing security, is transferred to another division or department, depends on the terms of the 
agreement and on the procedure followed locally in regard to the disposal of the securify. It 
should be prescribed by the Accountant General in consultation with the local Govemmwit. 
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CHAPTER XV.— NON-aOVERNMEHT WORKS. 

A.— INTRODUCTORY. 

457. Non-Grovemmaiit Works are divided into three classes : — (1) Deposit 
Works, (2) Local Loan Works, and (3) Takavi Works. 

458. The general rale for the exhibition in aoooants, o£ transactions xela- 
-ting to contributions from Central or Provincial Revenues to Local Panda 
.and public bodies, and vice versi^ as contained in Chapter 6 of the Audit 

Code, is reproduced below : — 

0o:ifcribabiaa5 bj tli3 Central or th,3 prorinsiar Go7dni3DL3ab3 to Bja&ncfe Boasda^ 

Muijioipalities, eto., or vice versi, will be charged as expeaditnre or shown as loowpte (as to 
case may be) nnder the head of aooonat most closely connected with the object for whieh 
the oontribufaoiis are made. Thas a grant for the oonstruotion of a church wiM be debited 
to “ 2S.— Boolesiasfcical ” j a grant for the construction of a school to “31. — ^Education**; 
a grant for the construction of a drainage system to “ 33. — Public health ” ; and a grant for the 
-constraCbioa of roads to “ 41- — ^Oivil Works” ; while a grant given for general purpose^ such 
as a grant to make good a deficit or as compensation for revenue resumed, will be 'clasaided 
under “ 47. — MasoeUaneous.” 

1. If the financial i^iaistanoe given by the Central or a provincial Government to a local 

.body does not take the form of a grant of cash but of ecspmditare in the Public Works Bepart- 
.ment, eqLuivalent to the whole or a part of tiie cost of a work constructed by that department on 
behsi of the local body conoernsd, the oontribafeion th^s made should be adiuakoA to 
Public Works major head concerned. , : ^ 

2. A contribution paid by a local body with to express object fto » 

JB, part of the cost of oonstaraotion, by Pdto Wbiks B^ikartmeotj^ of a wprk wM ofe.it 

^eventually to be the property of Govemmeafe^ should be credited in t!ie Publm Wotfas adoounto 
to the Debt head ** Public Works Deposits ” which will bear the aotnal expenditure as iaouned. 

^9. la tke Public Works aocouuts, eoatributions made to local bodies are 
.cbarged to tbe miaor bead Grauts-iu-aid under tbe major bead ih — 
Civil Works.” See also Rule 1 to paragraph 383. 

460. Wben works already constructed, or l^i already purcbased, are 

transferred, free of charge, to local bodies under the provisions of paragraph 
561 or of Note to paragraph 325 — ^Rule XII, of the Public Works Department 
Uode, no re-adjustment of the accounts of cost is necessa:?^. i ^ < 

461. For every Non-GovOTiment Work theace rail?* b^ a 
detailed estimate or requisition, as the case may he^ in same way as hir a 
Government Work. 



B.— DEPOSIT WORKS. 


4^. When a Ifeppsit wotK is to heoarriedwt^ iho; 
poiK^rned shoa|d -advance itho gross 
payable by it, to the Divisioi4 Office^r in or fe 

by such dates as may be spedatty aj^ased by % Joosi 
paacME^ Pablie Woifca Pepar^Bstfe Op&. 

iA libB aoebaote to tbe lu»d “ 
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ngaingf-, wUch will be cbaxged all expenditure incurred up to tbe amount of" 
the deposit. As regards expenditure in excess of deposit see paragraph 410. 

I. If pieferred, the local body concerned may be authorised to pay the deposit direct into^ 
the treasury. In this case, the accompanying chalan should state clearly that the amount 
is creditable to the ^Public Works Department, naming the division and the work to which 
the deposit relates. 

463. A consolidated record of the transactions of a naonth relating to all 
Deposit works of the division should be prepared in Form 66, Schedule of* 
Deposit Works. This schedule shows, in respect of each work, the amount 
of deposit received and the expenditure incuixed, both during the month and' 
up to date. 

1. Kefunds of unexpended balances of completed works should be taken in reduotion of the 
deposits and, therefore, shown in the Schedule as ftiinus realizations and not as expenditure. 

464. The amount of each deposit should be rateably divided into two 
parts, one lepresjenting the share available for works expenditure and the* 
othear the totel amount chargeable as establishment, tools and plant and 
audit and accounts charges, if any, recoverable under the rules, vide Appendix 
7. In the schedule, -fJie deposit received for each'‘Work should be numbered: 
as a single item, but the transactions relating to the two parts of it should* 
be shown separately, thus — 

For Works expenditure 

For Percentage charges 

466. The peoccentages leviable should be adjusted month by month as the' 
works expenditure is incurred, but the Accountant General may authorise the 
adjusknent to be made once a year in the accomits for March, provided that 
if tite itecQiintB of a work are diosed in an earlier month the adjustment must- 


IL — D&trici PmA WosAb. 

466. The account procedure prescribed in paragraphs 462 to 466 is also* 
applicable to Deposit works executed on behalf of District .Boards, but the 
simpier procedure described in paragraphs 467 to 470 will be found more 
convenient and is, therefore, recommended for general adoption in respect df 
District Boards which have not been permitted by the local Government 
to withdraw their balances from the Government treasury. 

467* AH expenditure on works incurred on behalf of a District Board 
should be irecorded in the accounts of Public Wcarfcs officers as chargeable 
to the head “ Deposits of Local Funds — District Funds/^ 

468. A Schedule of Works Expenditure in Form 63 should be ^rej^ared, 
and the total expenditure of the monlh should be shown separately for each 
District Board in. the Schedule of Debits to UisceUaneouB heads of Account, 
Foam 76. 

409. No iepo^ accoont of such Works shooli be kept in the divisicni, 
i!i^ DMcict Boards be xoqak^ to depprit the co^ of works as ihe 
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e^enditure incmred montldy will be adjusted against tlie funds of fihe Dis-- 
trict Board concerned by the Accountant General. 

470. The percentage^ leviable {vide paragraph 464) should be adjusted 
month by month as the works expenditure is brought to account. 

BEL — ^Mtmicipal, Cantonment and Port Trust Pond Works. 

471. The special rules in jparagraphs 467 to 470 may, if authorised bj 
the local Government, be extended to Deposit Works of Municipal, Canton*^ 
ment and Port Trust Funds, whose balances are lodged in the Government 
treasury. 


C.— LOCAL LOAif WOEES. 


472. The rules under which payments on account of Local Loan Works- 
may be made in the Public Woris Department are reproduced below : — 

L Jopu to a ManidpaMty, Port Tnist> TudiaQ State, or other Cbiporaiioia "wift 

; Bb^ ot the CSiril Aoootixitaiit Genexal coiioeziiecl^ and no pact^ 

of ♦ , * ♦ * ★ * * 

IL Ko publio department or of&oer nsay ixtcRur aoy ezp^nditoe or 

against sach loan funds, xmleiaa a staterment m m Smk otMbM tam. ^ 

Acootmtant G^eral that the ambnat 'h arailable dot of ihb lo«tt 
been plaoed in a sepaca^ aooonnt by th» AecotcniiBaxt Oenacal he as tb "1^ aawbb^ 
for the proposed expenditiiio. 




IF, Foods spent by any pnbHo depaitmenfc or offioer under Rule II shall reckon for 
interest as if they vere drawn on the last day of the month in the accounts of whio^ 
they are indnded by the spending d^)artment or ofScer. 

Note. — ^B ul^ U to IF may be modified at the discretion of the Govemment conoexsed. 


* 

473. Expenditure on a Local Loan Work, incurred in accordance with 
the foregoiog rules and xmder orders of competent authority, shoajd be 
accoonted for as outlay against the sancrioned loan, tuider 
Loans ai^ Advances by the Centra! GoYeinpDQen,t B.— Loabs And 
Advanc^ by ihe Provincial GovernmentB,*^ as the case may be, and shown 
* m the Schedule of Debits to Miscellaneous heads of Account, Form 70, sup- 
ported by a Schedule of Works Expenditure. 

47A AH charges debitable to a loan should be brought to accOunt as they 
occur, so that the interest chargee may be correctly caJoidated and adjusted 
in the Accomtant General’s ojBhce. 

I ' 

1, This rule applies also to the percentages {vide 464) lendabl^ imder lbs ndb* 

whuii should, ihe^ore, be adjusted monthfy by incmskm in the Sehedide kd WodMa 


' 478. The limit of funds set aside for expenditure on a work during the* 
be ascertained from the Aocoxmtant General by tlie criShser 
At£i]^crisii^ expenditure, and communicated to the Diviribnal OMoer for 
' This limit diould be treated as the appropriation for &e work 
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D.-TAKAVI WORKS. 

I. — ProTision of Funds. 

• 

476. It is not imiierative, as in the case of a Deposit Work, that the 
estimated cost of a Takavi Work shall be deposited by the person or persons 
interested in the work, before any expenditure is incurred on it, as, if the 
amount due is not received in cash direct from ‘them, it is recoverable ■flmough 
the Civil Department in the same way as arrears of Land Revenue. Endea- 
vour should, however, be made to effect direct and prompt recoveries of the 
probable cost of Takavi Works, as recoveries through the Civil Department 
cause considerable trouble and delay in adjustment. 


n.— Aeeonnfa of Expenditure. 

477. The transactions relating to Takavi Works should be recorded imder 
the head Takavi Works Advances, the full name of which is “ P. — Deposits 
and Advances not berang interest— Advances Repayable— Civil Advances— 
Advances of the Public Works Department.” They should be accotmted for 
m the Schedule of Takavi Works, Form 66, which shows the expenditure 
ineur^ on each work, the amount realized on acooimt of it, and the out- 
standing balance of the account. 

478. The rules in paragraphs 464 and 465 relating to Deposit Works 
apply, nmlaiis mutandis, to Takavi Worlm. Rule 1 to paragraph 463 also 
applies. 

478. The accounts of all works of construction or of special repairs should 
^ i ^>oB as the work is oomplesfced. Ordinary maintenance and 

however, be consideted as comideted on tire 31st October 
M ram jtm (w any tibat may be in»»mfeed by local Govem- 

mrat aa^ ^ ^ ymt) , incurred 

subsequentty raoujd be accounted f ^ ah pertinybg to a ne% work of hba 
following year, so i^t the faanBJUJtions «b& bahhuses it^ting to eukdh 
year may be kept distinct and separate. 


HL— Eeoovery through CSvil Department. 

zv procedure is prescribed for effecting recoveries, throu^’ 

the Civu Department, cm account of the cost of individual Takavi Works 
not (TOvered by cash deposits received direct from the cultivators con- 

(a) A cei^cate showing (1) the fuU name of tbe work, (2) the name 
and address of the Ks^nsible cidtivatOT or cultivators, (3) the 
authority for undertaMng the work, (4) the total expenditure 
incurr^, (5) the amoimt (with fuE particulars), if any, recovered 
m c^, and (6) the net amount still recoverable, should be pre- 
p^, m dupKcate, by the Divisional Officer, on the oompleticm of 
the work ^ paragraph 478), and submitted to the Collector 
car Deputy Conmnssionear of the district concerned. 
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(6) On receipt back of the duplicate copy, duly accepted, the amounte- 

accepted should be credited, on the authority 
of it, to the TaJcavi Worts Advances account 
by debit to the head concerned {vide mai^) in 
the Schedule of Debits to Miscellaneous heada 
of Account, Form 76, as the Civil Department 
will thereafter be responsible for efieoting the 
necessary recovery. 


“^Q. — ^Loans and Advances by 
the Central Government — ^Ad: 
vances to Coltivatore,” in the 
case of lilinor Administrations. 

“ E. — Loans and Advances by 
Provincial Governments — ^Ad- 
vances to Cultivators,” in the 
case of Governoia’ provinces, 


IV.— Water-courses. 

481. The foregoidg rules apply to such water-courses only as are chased 
as Takavi Works. The account rules relating to water-courses of other classes 
are given in Appendix 6. 
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CHAPTER XVI.— TRANSACTIONS WITH OTHER DIVISIONS, 
DEPARTAIENTS AND GOVERNMENTS. 


A— GENERAL RULES. 

488. The general loles under which one department of the public service 
may charge aruytihec department under the same Government, or any depart- 
.ment under another Government, for services rendered or articles supplied to 
it, are given in Articles 33A and 110 of the Civil Account Code, Volume I. 

1. Save as provided in Ruling $ oi Appendix 5 to the Civil Acoonnt Code, Volume I, all 
chafes connected with the oonstraction and maintenance of buildings req^uired or us^ hy aJl 
Civil Departments under the same Government are treated as appertaining to the Public Works 
Departm^tit (Civil Woiks Section), even though the agency of another department may be 

.employed icff the purpose, as these sesrrioes devolve upon the Public Works Department. In 
Govenoots^ piovinoes, however, if the Governor by a fori^ order issued under the Devolution 
Buies [tide item S (a) of afchedule H of the Bufe), ha^ assigned this duty, in respect of any 
buildings, to another department, the chargee in oonnectwm with, such buildings are borne by 
that department. 

2, The value of Public Works stores issued to other departments is chargeable to them under 
Bole YlU of Appendix 0 to the Civil Account Code, Volume L 

488. The cost of land acquired by the Civil authoriti^ on behalf of the 
Public Works Department is chargeable in the accounts of the latter as part 
of the cost of the works for which the land is taken up ; but when it is taken 
up for two or more non-commercial departments conjointly, the charge is 
jQot divided, but is wholly debitable to the department for which the greater 
part of the land was taJken up. As regards establishment and contingent 
tohaa^es in connection with such acquisition, see Article 118 of the Civil 
, AocK^i Code, Tolume L 

4S4. The imt of faiildinga hired for use as residences of Government 
.searvants of any CSvil deportmcGat is diargeaHe in the sficomiSsa 

of the Public Woris I)epaitanent. When any land or building mot bdong- 
ing to the Public Works Department is hired by another department to be 
•occupied for any other public purp(^, the rent is payable by the depart- 
ment concerned, and Divisional Officers do not disburse rent for such premises 
unless o]rde{r©d by the local Qovenunent to do so. 

When prison labour is employed on Public Works, no charge is made 
(Igr the Jail Department if the convicts are employed on Jail works, hut in 
•otiher cases the fuU market value of the work performed, as certffied to by 
■the Divisional Officer, is charged to the Pubhc Works Deparfm^t. See 
Eule rV of Appendix 6 to the Civil Account Code, Volume L 

486. When any land or building is transferred from one department to 
another under the same Qovemment, the transfer diall be free erf all charge, 
-except when the propeorty is temsferred to or from a oommercnal depait- 
jnent in whi<h case the faQ market value of it will be charged. 
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487. Services may be leodered, rar article may be sapplied, free of cost, 
by one dividon to anoiber under tbs same Goveinment (vide iLxtida 110, 
Civil Account Code, Volume I) except in the foDowiag cases : — 

{%) Stores — they* are issued from a Stock ox Materials account (vide 
paragraphs 340 and 341) or if theix transfer affects a work lor 
whicb a sepemte capital or revenue acootmt is kept. 

{vi) OAar Menaces— if they affect the accounts of (o) any wosck fftr whicb 
a separate capital or revenue account is kept, 0) of a arork in 
progress, or (c) Suspense oi Deposits. 

488. Cash recoveries made from employ4s, contractors, etc., as also 
revenue realised, by a division on behalf of other dividons, departments or 
Govecnments, should be passed on to them, the payment bdng inade by book 
transfer unless payment in cash is prescxil^ by nle as scHnetimee happens, 
in the case of oth^ departiuenta. Cash obtainra firom tceasaiies bn (Asqiuee 
and casb xecdpts (inchidiog suiidas cash) remitted to treasuri^, are accounted 
lor te lemittaoce temsactions. 

at ^ 

B.— ACCOUNTS PROCEDURE. 

489. 'When a transacdon has to be cleared by a book transfer under the 
ioregoing rules, the trander should be effected by debidng ta crediting ii 
to the remittance head concerned in the Cash or 8tock accounts if it appears 
therein, or by an entry in the Pzans&r Entry Book. See also paragn^ 564 
in lesp^ of cash obtained from, treasud^ on dhequas. 

L 8nalx peroeniage a]tai{^ aa Booeeitt of atotage aaA e MUSA mBob wtlA S&tdgi oad 
as leiiAUo uadeir iHtB ndea ttlMiidd ateo Be inelabed, by i imiafer miay, Sn Wis sauwat 

fMMAcred. Sw kirn |iMSigEiph 437. 

A Xiw isesfe of ivodabop jobs nsad not be adjvaied 436. 

490. & eases, however, in which the transaction originates in another divi> 

•don or Apartment, the respondii^ transfer should, as a rule, not be made 
antn receipt of intimation of the original debit or credit, either throng the 
Acoonntant General or direct from the division or department concetnied oa 
an Advice of Transfer Debit or Credit (paragia]^ 495 et sej). Ezo^ptiom 
to this rule may, however, be authorised by the AjOcoaataBt in 

•ol tsaoBaciaoBs of any' da^ • 

.3L licfifls' Btt 'i srto rt ftt d MbS rosTwHcT, oa boluiif of '!Dw4rfAUDf^ 

!iba4iii^ab''iadBt OfEtoowof cfilMtfaite of'SBd^'aaiy'lto’MWi’fa kttftripsfadi of tbe Oobcs* 
]x»diiig ondStiA pnovide^ tissA ttitf 4m m jw iwtod ,ty in SboA •IS, fi fai fam e wt 

Beets ieaomn»fe.6iM Pi^ sals, % mm (Am. See pangzaph 3S8. 

40L >wp ouding dividotL dtodd examine every transfer advised to it 
lor adjoaiffihedt, but it may not refect a transfer because the voucher is not ia 
order, <a is misdng. Nor may a tnmsfer advised be partly accepted and pniily 
rejected ; it may be rejected aUx^ether if it does not p&et$dn to the dividtm ; 
otherwise it should be providonaUy accepted in ML aM the dispute, widiiti^ 
-as to the amount chargeable or as to other particalaEB cd .tbe txanaactiaB, 
should be settled sepaistelT in egmnrinitibataon with thb offioeb who ^vised 
ihe transfer. See alw patagea^bs 496 and 497. 

1* Baihray debitl» £or amooxuls dm cm wammla aaoul mfym Aiimild ]be ampied la 

iixl in tbe moomm oi ttta inoafch ta wluoii ihxfy we raased ia ilie Baibray SxoImd^ Aoeoumi 

¥ 
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witb(Ktt x«fexcnce to the issuing oiBceis whoee signatures on such waxxs^is or notes should 
be tiken as hsal, subject onij to readjustment, later on, of under or oYexchai^ The Kail- 
way Audit Officer idll be primarily responsible for the audit of the charges with reference to 
the railway tarifi^ etc., ana tibe respoiuhng ofiScer for the proper scrutiny with reiermoe to the 
propriety of the charges as against the head of service concern^ 

408* WlieH a cliarge is transferred to another di-sasion, depaxtineiit or Gov- 
ernment for adjustment, the transfer is required to be supported either by the 
necessary vouchers, complete in all respects, or by a certificate signed by the 
Audit Officer of the department originating the transfer to the effect that the 
payment voucshers have been duly audited and passed in accordance with the 
rules. Divisional Officers are therefore responsible for obtaining proper 
vouchers in siipp<»rt of all dxarges to remittance heads in their accounts. 

49S. When a transaction originates in a Public "Works division, the necessary 
transfer shoald ordinarily appear in the accounts of the division for the month 
in which the transaction occurred, but in the case of work done in workshops 
the cost is adjustable in accordance with the rules in paragraphs 435 to 437. 

4|^ Xn respecb of work done in a division for other divisions, departments, 
or Governments, tibe intimation of the transfer will be given after audit, by 
the Accountant Qenersd to the Audit Officer co^^ipemed, or to the division or 
department for which the work is doiae, if in the same province. The division 
undertaking the work is responsible that Ihe transactdons are brou^t to 
account ux^er the remittance head concerned, and that works accounts are 
maintained and vouchers submitted to the Accountant General in the same 
way as for works of the division itself. It will further be respoiMdble that the 
estimate and appropriation for the work, as communicated or accepted by 
the party for which the work is done, are not exceeded without fartheiJ 
authority from it. 

h Fcr the pmpoee of this arridb woric dcme includes jobs executed in workshops. 

^ ^ In the mas d wtaks which axe ssscesable to peieentoge recoveries on account of estab- 
Jhhmmty ^Ib mad otv, the amount of the estimate and appropriation, for the work 

be two paartsB to represent, respeotivefy, the works expenditure 

4fli& SW d&HC Pi!ilffib Works divMons of the 

bimie or se^ ^ Advioe 

ibf Debit (or Credit}, Form 56, ac<x>mpanied by nOces^^ 

in the case of debits, to the division concern^ as soon as the transaction 
occurs. The responding division should, if it accepts the transfer, acknow- 
ledge it on Form 56, Acceptance of Transfer. The debiting division will be 
that the laatry in its accounts is supported by the Acceptance of . 
Debit, Adv^ of Credit, as the case may be. 

iL iSa upiMO of tafeiaslar dehlt all idevant vouchers, including such as do not 

pam beyond Ifce dMtknal ofloe, should accompany the sAvioe. If this xequiremait 
Im with, in any case, in uomect qf a cash voiwher which cannot bo replaced by 

a eertiSeate under Role 1 to pamgxaph lol, ^ Advioe should be attached to the Monthly 
Acoworif fiw fawnanaw e M Hi hy the Aecoun^t General, after the audit of accounts, to the division 
ooneemeci , 

4®8. In cases in which Advices and Acceptances of Transfer ate exchanged 
direct by Divie^nal Officers of two Provinces, those officers will be jointly 
faii|Kmsible {csr dealing renritfeance transactions easpeditiously in direct com- 
Riraicatioii with each other. H an rtem cannot be accepted, and the intima- 
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tion of its rejection issues too late to reach the originating officer within the 
month in which he has brought it to account, the officer who is caQed upon 
to respond to it, should also inform his own Audit Officer, giving brief parti- 
culars of the debit or credit, and of the grounds of objection, with the number 
and date of the originating officer’s Advice of Transfer and of his own intima- 
tion of objection, 

497* In cases in which no Advices and Acceptances of Transfer are en:- 
changed, the Divisional Officer is required to examine, as expediUotmiy as 
possible, the transfers which his Accountant General intimates to Mm to be 
responded to, and to report all his objections to the Accountant General, 
wh^her the transfer is brought to account provisionally or rejected, 

488. The procedure prescribed in para^phs 496 and 497 applies 
muiandis to transfer transactions, not relating to the execution <h worte, with 
(1) Railways, (2) Mlifeary Works Services, and (3) Posts and Telegraphs 
(Tel^raph IS^on). 

489. Sbccept in respect of transactioiiB of thd following classes, the Divi- 
sional Officer may authorise the Divisional Accountant to sign Advices and 
Acceptances of Transfer for him : — 

whmihe transit advised is a credit or a minus debit, 

{it) when the transfer accepted is a debit. 

600. The Divisional Accountant wjB be reeponsible tiMr there ie ejear 
authority of the r^ponsible disburaiiig offioeots of his te triuaafeacs 

advbed to other divisdnoe or departzui^ts, and ihah no charge adviaed hy 
oitof&m diviai0it or department is consider^ as finally adjusted urtti! all the 
vwchers have been received and have for&et been completed by 
obtaining thereoPj from the responsible disbursing officers of the division, the 
classification of the chaise as attested by their dated initials. He should 
further see that, when a transfer advised to the division for adjustment is 
responded to provisionally, the objection raised thereon is pursued with a 
view to ensure speedy settlement. 
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CHAPTER XVII.— PAY AND ALLOWANCES. 

A.— INTRODUCTORY. 

SOL Pay and allowances of Government servants of the department, if not 
charged directly to works, as well as all personal advances sancii<«ied hy 
competent anthoiity, are drawn from treasuries on bills in forms, and in 
accordance with tlm roles, prescribed in Chapters 1, 3, 4, 5, 9 and 15 of the 
CSvil Accoout Code, which are applicable to the PabHc Works Department 
subject to the E^>e< 3 al roles laid down in this chapter and io the PabMo Works 
Departanent Code. 

^6 sanction of competent authority to personal advances may, if preferred, he obtained 
in the form of eonntmigiiataie on the bill itseK before it is presented at tceascny^ 


B.— JBEPARATIOiN OF BILLS. 

L — fiesecaL ' 

56^ CUzetted Government servants draw their own bills, but the claims 
of non-gazetted Government servants should be piefened separately by heads, 
of offices under whom they are employed, and latter should mate propei^ 
arrangements for disbursing the amoimts so drawn.. 

1. Por the purposes of this nilo, the Bivisicmal Officer is treated as the ** head of oAoe ^ of 
the setixe establishment in the division, bat should this lead to abnormal delay m 

^yments m mf sabdivirion, the local Govenuoent may, in consultation wiih the Acoaontant 
ac^ionse the pay and traveHmg aUowanoe biEb the estabhEhment of that sab- 
liSviaiiaii to be dcbwn by the Sobdiviskmal Officer on his own leraonsibility. Bole 2 to Article 
^ oi lilwik CShU Aflscinnt Oodsy Telonae does soti, hoarever, bmiv to travelling allowance 

fii&i bSte sho^ ^ prepared by, the drawing offio€ar 

fixT baioit',^ tiiQ speci)&ii. e|Dt^es/zelata]ig..tt>; Cadh 

M^iaa fli 

aola^ dzsifsmeB, cledcs, etc., bemg grouped eejKoiately io each b£(i : 

(!) One for all pennanent members of the subordinate engineering service, 
Divisioiaal Accountants and other establishments on a provincial 
scale, 

(2) One for ail other permanent establishments, 

JS) Ooe fat aO twpoBUEy establishments on a provincial scale, and 
(4) (kite IcEt aB other tens^zaa^ eatabbshments. 

For claisiE of tzavdSing aBowaace a otigle 1^ will soffiee, bat entries: most be 

gnmped according to aeoriooB as in the ease of establisliiEQent biBs. 

1Z« — 

S04. Bills paid at treasuries are *iiicorporated in the general aceoinnte of 
ihe province by the Audit office. Drawing officers are, however, responsibb 
ii»t (1) the name of the ciicle of superintejodenoe and (2) the major head and 
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other particolazB seoeesaiy for dei »i!mmfng the aoooimti! claaflifieattoii {vide 
paragraph 2 of Statement D of AppaDj4ix 4, and paragrapha 3 and S of 
Appendix 7), are lecsoided on each hflL 

L Tlie coat oi bxij mdai efflalila^eixi for BoaxMAm oi luA aniseartaiiied tmder oidert 
ol Goyemmeat hy a Cxm oS&oer mstiag as a Woria IMmaer is dum$hh as Gw <xmt oi 
Ube wozbs ooooemed axtd not as genena estabBGu&eiit channB. Me peamMh S7$ ci Gus Code 
and Artidle 118 Gte CrriQl AcxxnEQt Code, Tolozzw L 

505. If as peraiitted by Article 38<6) of the Civil Account Code, TehtiBa 
emplume&tB up to ti» date of tzansfor aie not diami before a Qovetmaent 
servant proceeds (m txan^er, ereolnmentB for the whole month may be drawn 
in the new appointment, the ^oeation of the charge to the old and new 
appcmtments being deady specified on the bill. 

1. la fiw *«B of noh-pwtfed Gvreamatt sermtCs, th> mMmie OauM aB 

liie neeemry MomaHao, to 0^ to afiocataoB nay be oacmtitr mieihf Um A iwi ito atoar 
bi to HD of to Btrw offioa In to^» of gacebted G<rrammant tetmt^ yAott fiMHpw 
oarttoaieB a*e ptqwred by Treaawy OffioeiB, to Teapoosila^ for ahowto to oowat* alDto- 
oaSion ia HBa leats vitk to offioeiB tomaelTea. 


C.— ENCASHMEIJT OF BILLS. 

606. Naa-gswtted Government servants’ IhUs shoold be presented at' the 
nearest district teeasory for paym^t. They should be acoompsnied by a 
memorandum signed by the drawing officer and specifying separate^ tihe 
amounts of (o) cash requi^ for disbursements and reunittances to be mads in 
cash, (6) cash orders required on each of ti» sob-tceasDries submdinats to tint 
district treasoiy, for paytonts to he made to estsblishm^ts stationed near 
tile sub-twasmieB and (e) remittance transfer recmpta on other district taea- 
sorieB £or mnoimts which may have to be disbursed outside the district but 
within thS jurisdiction of the drawing officer. See also Article 170 (1) of the 
Civil Account Code, Volume I. 

507. Gazetted Government servants, who ate stationed at places where 
there are no treasuries ox sub-treasuries, may utilise the services of badran- 
daz gnards, if any, attached to their offices, for the encashment of bills 
relating to their personal claims and Government will accept liahifity.forair^ 
loss caused by the act of the guard if the Gazetted QovBBWZMwt isitiiwdi i* not 
yiietift ,thfi money is drawn, . 

W an xto toitoitoUitto’aBeaptt lui iMiienailiiiiy 


D.— DISTRIBUriON OF PAT AJTD AtLOWASTCES. 

L— CtewMaL 

608. Spedal attention is invit^ to Aiticfes 70, 7S and 78 o:? ^ CSvil 
Account Code, Volume I, prescribing the procedure for disfenbiitibn of pay 
aflowances to estabhahments. Achnowfedgments should, as far as 
possible, be taken on office copies of bHlg, but where this may not be ooo- 
veuient or advisable as in the case of scattered estabfishments, ctmsoUdated 
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reoaipts on Form 20, may be obtained, separately for each 

sot of payments ^ t on© place or at one time. 


.. * roUfl and rsceipt*^ oinJ? C'Opies of bills are not required to be submitted to 

but, AS they are important records, they should be stamped “ paid ” and 
V™**™ CftPCifuJly for 35 years except those relating to travelling aUox^ances, which may 
alter 3 oompicto account years. 


609* Cash drawn on pay and travelling allowance bills of establishments 
should not be mixed wi4i the regular cash balances of the departunent^ fnde 
paragraph 1 S 2 * So long as the drawing officer finds himself in a position 
to fc^p a proper watdh over undisbtuscd amounts, by a periodical examination 
of acquittance and office copies of bills, it is not necessary fot him to keep 
a detailed account showing the amounts drawn from the treasoiy from time 
to time and their subsequent disposal. There is no objection, however, to such 
an account being maintained in a subsidiary register, if found convenient. 


1. T1h» ]Kih» apgikm alvo to imk leoeivod by & sobozdinate ofBoer for paymnl ol pay .azid 
dSowvMMot* hi tioMteaent terrhig under faiuqu 


H — IBaceUaiieotia 

610, Oidinarily, recoveries on account <^f seomity depoeits of employSg 
aboidd be made in caah^when their pay is disbursed and should be existed 
in the cash book of the disbursing officer. 

1. The IocaI Government, in coiaultation with the Aeoonntant G&zxenti, may, howovei^, 
pmenbe tb*t oeonrity deposits should be deducted from p«y bills^ 

The rale in this pejragr&ph applies mvtaiis tMttandis to all recovenes firom empldy^ whioh 
9te cmditaHe, under the rules, to some head in the compiled accounts of the division. 


B.-- 8 PBOIAI 1 ARRANGEMENTS TO PREVENT DELAYS 
' IN PAYMENTS. 

51L (®) To pieTont ahaoimal delays in ^yments to estsblishnientB, in 
fixoeptnwukl oases one or more of the following d^oes imy be; adopted tinder 
tfae ezdets of the local Qovenunent : — 

(1) Drawing offioere may be peraatted to present bills of thdr eatab- 
liahments direct at tlie nearest sab-tTeasnry, but no offl<M>T should 
be allowed to draw on more than one treasuiy or sub-treasury. 

receipts obtained by drawing officers in part 
■ 'MWBeikVef'biBB tmder paragraph 606, may, at the lame of issue, 
be tiHiae pajikbfe At gtrih-ta e asuries of ottrer districts within the 
paovSnoe. 

(3) The pay arid of aiabik^^ 

{aaees may be remitted to ^feegj by postal moaey order at GovArn- 
m«nt cost; 

(^Drawing offioeis may also make dfeburBements out of the revenue 
oofl^^ or o^ cash m tibir hands if so petmitted, vide Aitiole 1 of 
the tavii Acoount Coda, Voltuae 1. * ' 

^ The ^tailed procure to be observed wiH be settled by the local Gov- 
oramont m consoltation with the Accountant General 
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812. If tbe 6Hcafi]xDQLent of a Wli for an advance on transfer is fike^ to deby 
a transfer which is urgently necessary in the public intezest, the advance may 
be made from the permanent advance (if any), worts imprest or other available 
cash in the hands of the disbursing ofSeer concerned, pending recoupment 
when the bill is subee^juent^ encashed* In the aocountB of such the 
amount advanced shonld not be charged ofi as a filial tcansaction, but recorded 
as a tezapcmy advance, so that the amount may continue to form part of the 
cash balmoe for which the disbursing oflBicer is respoaisible* 


F.— COMMUOTCATION OF SANCTIONS TO AUDIT- 

fas. The pay and aBowances of gazetted Government seivants only are 
subjected to a system of personal audit. Orders afiecting the pers<mal 
emoluments, postmgs, leave, etc., of gazetted Gkiwinmmt searvants only 
should* therefore, be communicated to the Audit office by the 
authorities. Changes in the personnel of subordinate establishment and 
ih should be indicated in pay bills and absentee statements 

1^ hhe authorities preparing those documents, who are responsible that 
orders of competent authority are obtained in each case as required by the 
rules, 

L li an. ondas n gadsettod Oovemmeat aervani 38 notified in tbe C^aoetta, separate, 

inianaation to aadife, by letto, is not neoessaiy cocoepi in casss of ux^geskoy. 

2. Orders of a special nature antboiismg the grant to a noin*gaKetted Govenimeat serfavsh 
(or ordering the dis^tmuanoe) of axw tcunaaae m the eotiu^axaeaata adsnasSbls to him a^gabst 
the sancti<ni6d pay of the appeontmseDt whialt bolds, ^oxild» bowsvar, bo oammviaSeaiM to 
the Audit ofiSoe by letter or, xC mfeoedl^ in sMsnwnfa wbMr sh ga ld rcMi^ the 

office tbe 5^ oi 

v,Sf’ le'riring sanctbned soafos or aandaaaing tine creation or 

MWfttsn of peEBuneat or tempraaiy appointments shonld at once be com- 
monicated by letter to tiie Audit office. 

fits. In tbe case of all traaisfets of divisional, sub-divisional or otter execu- 
tive ebaases, a report of transfer of charge should be prepared in the mannf,r 
presOTbw m Article 62 of the Civil Account Code, Volume I, and sent to tiie 
Audit office ^ugh the Superintending Engineer. Whenever tiie of 

onmge is p3Y>longed ao that two Gfovemment sexvaiits f^sy he yiyififflfcd to dtnw 

'^^Pubiie WoricB DOTwwfcment Ceae, <leSiroetifiteodiB«^ 
_nietii»fcte to Ai^, offiee if tiie time taikan reasonable 
Md the retom offioar my ^ as on duty for the period. If, 

however, tto fifeperintBBdnig Bi^neer oontideis the time taken in maW 
ov« md leoeivi^ tiiargn to be exsestire, the relieving offijcer most be trea^ 
as ri he were on leave or on ioining time, etc., as the case jtoy be, for as much 
of the time as may be regarded as oYceaedve. 
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CHAPTER XVIII.— CONTINGENT CHARGES. 

A.— MODES OF OBTAINING CASR 

616, Cash reqnired to disbtuse contingent chajges is obtained from trea- 
atuies in one of two ways 

I. By cheqnes, i.e., in the same way as cash requix^ for works pay- 

n. Direo^f by bills, in the same way as cash required for payment 
of pay and allowances. 

The second of these methods can be adopted only if the local Government 
has anthorised it. 

. l. Pfidar (ibe, fiwl jliOBliioA o ontin ge Bt duffies aie i&coipotaied ia ilie MoaChly Aooomit 
«C Ilik.lmiMB, i rfi a i i iwi sate wooed mOmod tbe^ do not enter divUoaal aocoonta 
d, e lU i iM t oH y in Ibo offiw tbegr axe duaged agaisot the appn^riataans to 

wUalitlHT'nlate. ' 


B.— GENERAL RULES. 

517. The rules in Chapter 6 and Appendix d of the Civil Ajceount Cod^' 
Volmne I, apply generally to the Public Woitot Depaitmtot to the extent 
that they may not be inconsistent either with the authorised ni^hod of 
obtaining cash for contingent charges (vide paragraph 516) or with any of 
the spec^ rules in this Code. 

61S, The expresshm Contingent charges as nsed in FubHo Works accounts 
dew not indode dtaiges which under &e rules in Appendix i are classified 
itAiSK shd» of expenditure, e.ff,, Works, ij^paus and Tools and 

Alkali ' Sopd^ thcn^ <&aB^ ha a distinct head of account, 

am gevefoea by ipha W be»;kfii(gwt cha^geh^ See fdso para- 

graph 521. ' ' ^ ’ .'ii.' . ■ 'i * 

1. Costofsiationezy, books and periodicab,oheini(salB for fea!iopibitR,medkiaw and hos^tel 
neoeasariei, and cost of electric eneigy ooDsnio^ in office boiMings should be dassed as supplies 
«ad secrioea and not as oontingencifis. 

619. If the contingent charges of a division excluding Special Contmgen<aes 
(ride Article 83 of the Civil Account Code, Volume I), during a month, exc^ 
the jacuNoith^ limit lor such chaiges fixed by the local Government, the bill 
£oz the mouth should be submitb^ to the Superintending Engineer for sanc- 
tion, which be signified by that officer countersigning the h ill. 

520. Payments to members of the department on aocoont of rewai^ for 
pasting examinaticHis in langot^es shotdd not be made without obtaining 
the previous authority of the Accountant General, vide Article ^ of the CSvil 
Account Code, Volume I. 

521. Contingent Charges, Supplies and Services and Grante-in-Aid may be 
udbded in the same bill, but the abstract of the bill slould show the total 
etazges for each class separately. 
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t— Wliea chevies axe draws m TeensanM. 


632. When cash required for meetiog oontingest ehugee k drawn from 
treassrieB oheqnes, the aocount procedure will be as loliowB : — 

(o) Pajments made should be brought to account, in the first xuaiaiiOBy 
in cash books or imprest cash aooonnis, like works pa;)mientB. 

(b) At the end of the month all contingent charges (induding Stock 
and adjustmait transactions) should be coasolidsted in a bill in 
(hvil Account Code Porxn 16 (headed Not FaffaHe at tie Treamry) 
lo^ sobmisson to audit with the .Particular 

of the charge need not be enteesd in tide bifi^etoe]^ 
of iiiisoeQaiieoas items which do not Ml under one (d the clasd&d 


($y Ptk absitiaetitig the contingent charges of the month the adoption 
of the form of the Contingent Eegister {vide Article 94 of the CSvil 
Account Code, Volume I) is recommended. See also Artide 96 
of the Civil Account Code, Volume I. 


688. Payments should he made out of the r^nlmr cash or imprest balances 
of the division and not out of undisbursed balances of cash drawn tirtHU tcea- 
Buries for payment of establishment duuges. 

1. Paymemts to Tieasni^ Offioegs lor Vatoe of serrioe stoaijw obtanied liy intoiA AtadA 
be suida % afaaq,iMv tiiS bSlMtti befaig pieiiezod in Fomt S7. Tbe Ttowiay Officer 
wiB letoia tiia ladekit and fpnut a teoefpfc in a ionn wiittaa op by tbe olotka of the and 

asned tw TdnwBlf wbaierec the antooiit may bc^ See also Airiicte 6 and 96 of dm Chril Aomimt 
Ooi^tYdiiBm 1, 


n.— When Binis are drawn on Tteasuxies. 

634. The following rules are applicable only when contingent bills axe 
drawn on treasuries : — 

(а) The procedure prescribed in the Civil Aoeorait Code ^ 

Klfa direct <Hi.,the treasury, for keephig the aodtiintb m ctasb bib* 
tained oil the tnOs and for making dBsbOTaemepts applies in toto, 

(б) hiBs may be dnswn aafy hy the DivisKHMtl O&ser, or 
sueh dti^ offioer as may have been specmlly authorised by the 
local CoverruDoat, tiie prooeduie for the eiu^shment of the bills 
bdng the same as prescribed for estabSshment hihs in paxagraph 
606. 

(c) Pa 3 mients made out of the cash thus drawn are subject to the rules 

of this Code, both iu regard to the maonm: of authorisiag and 
malnng payments and to the forms of vouchers to he obtained in 
support thereof. 

(d) Debits from other departments or pcovinoes for suppHes (haigeable 

to oontingeodies, intiniatioQS of which may he received &om the 
Accountant General, should be dealt with in the manner indicated 
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in Article 111 of the Civil Account Code, Volume I, without being 
foxmaOy responded to in the accounts of the divisions. Other 
debits, of which intimations may be received direct through Advices 
of Transfer Debit, and Stock and adjustment transactions arising, 
within the di\ision, should be cleared, by an entry in the regular 
accounts, by debit to the Accountant GreneraFs office on account 
of the Coutingencies of the division,” the transaction being incor- 
porated in due course in the Contingent Bill as laid down in the 
role already quoted. 


A lavoioefi of store aad work biSs, etc,, leoeivred &om other divisioxis and 

.^**®®*1 pertajaing to oontiz^esicies sho^sH be apeoiSed and if neceesary, 

Uwagawed mm other charges, so that, in casee where the neoessary adjtistment can be ^ected 
m the Audit office, this may be done without farther reference to the dividonal office. 


S2S. The cash obtained for contingent charges should not be mixed up 
with cdt osdl obtained for other purposes, and care should be taken 

that cwh charges relaf^ to oithot heads ai^ not brought to account, even 
tempotaribr, as ccmtangeut 
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CHAPTER XIX.— DIRECTION AND OTHER SPECIAL 

OFFICES. 

A.— INTRODUCTORY. 

626. The rales ia this chapter apply only to the offices of Chief and Swpenn- 
tending Rogineeis, Snpeiinteadents of WoAb, and other special officers not 
h^ng Divi^onal Officers or their subordinate officers. These offices are 
described as special offices in this chapt^. 

627. The head of a spedal office is not concerned witdi the actoal ezecation 
of wotha, with the disbaisement of money, or with the pzcr^B^ or custody 
of any materials, otherwise than poesibfy as aa cffiom: of oodtricd.' hid#wtisr. 
he is reqoired at any time to assome an ezecative charge the monetary aiid 
stcaea taamaactionB oi siuffi charge shonkl be kept distinct from the transao- 
t»MlS id! hm cqpedial offiee^ and aceoimted for under the mleB appli(»ble to 
Divisional Officers. 


B.— RECEIPTS. 

fias, Nor do heads of special offices realise any departmental receipts. Any 
petty amounts received occasionaUy should be remitted at mce to the taceasmy 
in accordance with the procedure janscaibed in Aiii<de 6 of the (Svil Aoooont 
Code, Volume I. See also Axiiole 3 of that Code. ' 

1 . 


C.— PAYMENTS. 

L — ^Introductory. 

629. Thus, the monetary transactions of heads of sx>ecia} offices are practi- 
cally confined to payments of office ezpenses and pay and aHoWRsnees af 
themselves and the members of their offices. !Ih£fe nuty he dkil^ 
twn.dBBfmct'l^BOe^ s— 

X l^y and aBowanoee. 

II. Oonth^ent chaigeB. 

680. Gash required to meet these payments is Obtained by bills drawn on 
treasuries under the rules in the following paragraphs. 

1. Iti8alaopermis8bletoobtem<»«ib{ar<KAtiBgeiii(ha>^fin»a]>i*iaic!UiOffloeHiittitead 
ot bom Treaty OfBeen. Wbete ttis meftlidd k ytefeierwj , Uta detaibd prooedme te 
pieaadbed by Ike Acoonatnat Ekoecal 

XL— Pay and Alhnraiiaee. 

63L The inles m chapter XVII for divsBonal offices appty me4ta«u HtHeEmdta 
to spedal offices. The following rules are pecoBmr to them. 
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632. The number of separate establishment bills pi^sciibed in paragraph 
503 may, however, be reduced in consultation with the Accountant General, 
who wiU specify the sections into which the bills should be divided. 

533. Becoveries from the establishments of special offices are not subject 
to the rules in paragraph 610. They should, as far as possible, be made by 
deduction from their bills. When, however, the amounts recovered have to 
be paid into a court of law, or into the Post Office Savings Bank as security 
deposits, recoveries should be made in cash at the time of disbursement of 
pay and the amounts recovered should be forthwith remitted. 


M.— -Oontingencieg and Sundiea and Services. 

6S4, The general rules relating to Contingencies and Supplies and Semces 
are given in Chapter 6 and Appendix 5 of the Civil Account Code, Tolume I. 

635. Charges for new aupplke of, and repairs to, articles of the classes 
eoEQeiElara offices are dasaified under the head “ Tools 
and ana tnaated as eontzBgesit chargee, etc., in the case of spedal offices. 

: — Sebai^So iaMnnueoto nd iMniiig' offioC CatBsiniie, oam^ eqje^paga, 

Btotor ewa, «t& , . 

686. The account procedure piesciihed in chapter VII for Tools and 
Plant of divisional offices need not be observed in q)ecial offices in respect 
of the articles referred to in paragraph 635, though these will othemise be 
treated as Tools and Plant for the purposes of ^ Public Works B^azt- 
ment Code. Suitable registers showing the receipt, disposal and bahmees 
of the articles should, however, be maintained. 

1. If any articbe of tias dan an tncsfored to a didsioiutl office, the fact of the transfer 
dtooli foitinritb he npotted to the Aodit c&oe, even tiiongh no adjnatmeat of cost is required 
t» he made wder infe. 
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CHAPTER XX.— ACCOUNTS RETURNS OP SUBDIVISIONAE 

OFFICERS. 

687, A SubdivisioBai Officer maintaiiifi the initia! acocwmt moondB of cash 
and stores as described in Chapters YI and VH as well as a Wo3dk» Abeteact 
with certain accompaniments, for each work in progress. All tbei^ uecmds 
are, as a rule, written up as the transactions take place. Subdiviaional CMBcer 
is not, however, required to consolidate the transactions into a compiled 
account, this work being done in the diviai<mal office for the entixe division. 

538» The initial accounts of cash and stores fcsr a month should be closed 
on the 26th, or such earlier date bet^weea the as soay 

fixed bj the Accountant 6leneial for the purpose. The subrieqptot tmiiac* 
tiouB of the month should be treated as those pertaioing to the ao- 

coinhlU ^ the jEoliowing month. In the month of March, however, the intitia] 
aoodFktufs of the snbdiviaon should be kept open until the Slst 

L The object of this rule is that tbe acootmto retunw of sobdcriiSoiis ahonld rea^ fm 
diviakmal olSoo in sntSjcient time for the oom|B3ation of the !l£onctli]^ Aoeoasi of the dwinoa 
and its B i il wgbato to the AasriKt ofSoe by the peeeoaihed 

2. Jm caeee ‘where ofiSceis axe axcONOclled to mtJkMn fnHik i aeodnnlw of 

stock in ih.€dr <^iaxge, Trliich have to he izicoa^foiat^ tot those of tto Offieer, tbs 

former may be permitted, except in Ifaxoii* to oJooe t h e ir nmiitb^ iwxscsttUs.liliitie hefttte tEys 

date of dosing fixed for the snbdmsioiB. lESna Sndt of thme he teka^ by the Ao- 

cotmtant General in exooptiond oaaea , , . * 

588l affenfr Chi^ of a month bitA been tmder 

par^naph 58^ ^ Gadh Balance Report, Form 6, prepared under paragraph 
161, should be tgausmitited to the divteional office. 

S40« Copies of the Cash Book (supported by vouchers) should be sent to 
the divisional office twice a month or oftener as may be directed by the Divi- 
sional Officer. The copy for the last period of each month shotdd accompany 
the Cash Balance Report. 

1. As the accounts of the division in reject of the oa^ tansactioos of mbdivisiaiis sTO 
based on the copies of sabdivisional cadi boohs prepwod tmder tibfe Qtd Miyt ribpail 0S8^ 

ehcmJd sa^sfv tiieniBdvaL befocs smiling tfksm, dubt tbe^ 4^^ 

psd^ poecMtloti^ of ^ bolh ddes tMId bs 

S4L ilixee days of which the accounts of a month are 

closed, tbe mtarus enmnexsated below shotild be forwarded to the divisional 
office : — 

(а) Abstiacte of Stock Receipts and Jssu^, Forins 9 and 10, supported 

by receipted invoices or other vouchem, aasid ezlracts foona Register 
of Stock Receipts and Issues. (Oop^). 

(б) Accounts of Reoeipti^ and Issues of Toofe and Fhualiy Forms IS and 

14, supported by necessary vouchers and acinowiedgmentis. 
(in ori^mal). 

(c) A Works Abstract (accompanied by Form 36 wheue neoeiesary and 
by Form ^Transfer Entry Order, in the cases referred to in 
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paragiaph 247) for each work in progress {vide paragraph 79) in 
connection with which there was any transaction during the 
month. 

(d) A " Petty Works Eequisition and Account,” Form 32, for each petty 
work in progress in connection with which there was any transac- 
tion during the month. (In original.) 

^(e) Transfer Entry Orders, Form 63, relating to thejaceounte of the 
month, excluding those proposed from time to time, vide para- 
graph 244. 

542. Otiier accounts returns which Subdivisional Officers should submit 
to the divisional office are the foFowing 

(а) 

(t) “ Statement of Receipts, Issues and Balances of Road Metal,” 
Form vide paz^raphs 235 and 236. 

.{it} Back statsmeiats or reports para^aph ,269) in connec- 
ti<m with rseovezieB ranta of huildings and lands, as the 
Divifflonal Officer may 3Eeig[uire Shl^VMicsial Officer to 
prepare. 

(tVf) Estimate of probable requirements of cash, if prescribed by 
the Divisional Officer under Rule I to paragraph 136. 

(б) iTolf- FsaW^Balanoe Return of Stock, Form II, on or before the 

26th A]^ and 10th October. 

(c) Fflurfy— Register of Tools and Plant, Form 15, on or before the 15th 

0<^ber. 

(d) C^aOMioNol— Reports of verificatkm of stores (including materials at 

site of wodb), immediate after each verification. 
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CHAPTER XXL— ACCOUNTS OF DIVISIONAL OFFICERS. 

A.-INTEODUCTORY. 

64S. The cash and stock accounts of the divisioiial office for a mooik are 
closed on the last working day of the calendar month. 

544. The Transfer Entry Book for a month should be closed aa soon as 
possible after the expiry of the months but brfore this is done, all nec^sary 
transfers, those relating to the levy of the prescribed percentages fox 
establishment, tools and plant, storage charges, etc., shoxtld be made. 

1. The tnmafer entry reJating to the levy of peroentegw Sait h d i lktUhiMiK 
aiid aoeatmte and audit ohaigee, » effected on a single order of the Divisional Offwer tsbCroiW hi 
Fom 62^ the s^^eeial form prescribed far the jmrpoae, rtde paragraph 662. 

, 54B. The Cash and stock accotmts of the entire division, as also all "teaiMfer 
transactions, should be scrutinised by the Divisional Aocotmtant before they 
are incorporated in the Monthly Account and connected registexs and^sehednlee^ 

1. 3niio fimmmal Aocom^aot's reepmisibiiitj as a ,]^xuu^ tto^tor eodiecida also to tte Si»- 

o£ 4U fMm iuaiftibd in idliB pioson^ed dheot ht by; tlm Divismnal OIBoar, 

asd on he^ of the ktor he skraM also oxktnhm tie 
on those biBa ^ 

2. In all matters connected with the peasonal <dacms d Gkwe arn jsna nt IfSrsiuilll, the myiEdookal 
Accountant is expected to give ecspwt adviaie and h»t^ abonld see Sja pwitikndhr sac- 
vice bodks and teave aooamttk of snhoc&etias iute mamtdaad la. acjijoadateoo 

the annM iMnOl Oede iWn i>) li miM 

the adndHKliflfity % snfaordhzatea is vms&Ad hdxe thetr leiwe appibmtikxu 

%tlheI}£v^HmlOllc3er orfearwardediohi^^ In aB eases of doubt, 

'' k a>w y ><r fl iv should advise the Divisaaiud Officer to consiBit the AoecFontant General. 


B.--SCROTINY OF ACCOUNTS. 

S46. The Divisional Accountant should examine the accounts reburnB of 
Subdivisional Officers on receipt to see — 

, (i) thrtthey ImvebeenreoriyeA.inaoo^^ 

; all sums xeemvaMe axe dfdy xealieed erb^fijed to file pirbpe# v 

beada'of lux^tiint, ' 

(in) that the charges are covered by sancticnB and appropriations aaotd axe 
snj^ostdd by ccmplete yonehera settihg forth the claims and 
aclmowledgrdents of the payees legally entitled to Xeoeive the , 
sums paid, 

(iv) that all vouchers and accounts are arithisieticaHy oomect, 

(i?) that they ate in aU respects pcop^ly prepared in 

rule? , " , " ' r M ^ '"-'i" 

^ei) that all charges axe correctly classified, tihiose whibh axe debitable 
to the personal accoant of a contractor, emph>yd ox other individnai, 
or axe recoverable from him under any rule or order, being recorded 
as such in a prescribed account. 
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It shoTild be seen in paxticular that, on the basis of rates sanctioned by com- 
petent authorities, and of facts (as to quantities of work done, supplies made^ 
etc., or services rendered) certified by responsible officers, the claims admitted 
for payment are valid and in order. 

L It is not necessary that the Divisional Aceotmtant should check personally the arithmeti- 
cal accuracy of all vouchers and accounts, but he is responsible that a cent, per cent, check is- 
exercised efficiently under his supervision. 

547. The Divisional Accountant should exercise a similar check, from day 
to day, in regard to (i) the transactions recorded direct in the cash and stoefc 
aecoimts of the divisional office, and (ii) bills and vouchers of subdivisions, 
which are submitted to the Divisional Officer for approval before payment, 
is made by the Subdivisional Officer. In respect of charges, this examination 
shotild be conducted before the payment is m^e. 

548. Every payment should be so recorded, and a receipt for the same so 
obtained, e.gr., see paragraphs 295 and 296 that a second claim against Gov^ 
eminent on ihe same account is impossible, and if it represents a refund of 
a sum previously received by Government, it should also be seen that tha 
amount paid is correctly refundable to the payee. 

549. If the Divisional Officer has set a limitation on the drawings of any 
Subdivisional Officer on a treasury for any month, he should intimate the same 
to the Treasury Officer, and specify the date of commencement and termina- 
tion of the account month of the Subdivisional Officer, The Divisional 
Accountant, while examining the Cash Book of the Subdivisional Officer, should 
see that the total amoiint of cheques drawn by him during that month does, 
not exceed the prescribed limit, see paragraph 141, 

550. The Divisional Accountant is responsible that every order or sanc- 
tion affecting expenditure to be accounted for in the Monthly Account, is noted 
at once in a mnteble register (or other account), preferably one wherein the 
expenditure mettrr^ against it can be watched readily. General sanctions 
to ^fcimates and appropriations for Worim should be noted in the^ Eegisfcer of 
Works. Sanctions to fixed chargee of a recuirmg characfeir, tho^ rehMng^ 
to the enteriainmeni of work-charged establhhments should be entered in 
the Register of Sanctions to Fixed Charges, Form 58. For sanctions to 
special payments chargeable to the accounts of works, and other miscella- 
neons sanctions. Form 69, Register of Miscellaneous Sanctions, will be found 
eoitable. 

h lP<mm eS ttod JS& stay also he used in respect of sanctions to contingent expenditnro 
nm this is tici bronght to account in the Monthly Account, hut separate pages of these regis- 
tM itoiH be set aside for this purpoae. 

2. Sanotkais to estimates for works should he entered in the Register of W<Hks, even though 
a collective renter of all sanctioned estimates be maintained by the Divisional Officer for Ms 
own ib»£(M3aa>tionu 

551. H against a single sanction two or mote disbursing officers lave to 
operate einaultaneondy, the orders of the Divisional Officer should be obtained 
imposing a definite limitation on the money transactions of each officer. 
Similarly, if disbursing officers of two or more divisions are concerned, tho 
eittot of the Superintending Engineer or hi^er authority should be taken. In. 
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sucli cases it may be advisable to have a separate workmg esfciinate, or other 
sancti^i, to cover the transactions of each disbursing officer, and for the 
purpose of bringing the expenditure to account, these rfiould be treated, as far 
as possible, as independent transactions pertaining to the same group of 
works or the same project. If this is not possible, special arrangements must 
be made for the check of the total expenditure against the sanction. 

552* It is one of the functions of the Divisional Accountant to see that ex- 
penditure which is within the competence of the Divisional Officer to sanction 
or regularise, is not incurred, as a matter of course, under the orders of subor- 
dinate disbursing officers without his knowledge. All such items of expendi- 
ture should at once be brought to the notice of the Divisional Officer and his 
orders obtained and placed on record. See also paragraph 101. 

558. When a recovery has been ordered to be made feom a contractoit oar 
other person, which cannot be watched through a suspense or other account 
specially prescribed for the purpose, the order should be noted at once in a 
suitable r^^ister of recoveries, opened specially for the purpose, so that the 
amounts recovered from time to time (with particulars of the accounts con- 
cerned) may be recorded against it, and prompt compliance with the order 
watched. 

554. It is permissible to take in reduction of the expenditure on works in 
pr?gress, certain receipts and recoveries of expenditure {vide paragraph 250),, 
e.ff.y sale-proceeds of surplus materials and plant acquii^ speciafiy for any 
work, or of materials receivoi from dismantled structures. The amounfa 
of such receipts are, however, not available for expenditure in exOess of that 
authorised in the estimate for the work, and the Divisional Accouniant 
should see that, without the orders of competent authority, the gross expen- 
diture attthorised is not exceeded, or surplus recei^s realised are not utilised 
towards additional expenditure. He should, at the same time, watch the 
receipts, with a view to bring to the Divisional Officer's notice, and obtain 
that officer’s orders on, all marked deviations from the provision or such 
credits in the estimates of works. 

I. In the case of works the acconnts of which are kept by subheads, all such receipts aboold 
be cfredited to a special subhead In these acoonnte, paiaginiplL 3^ fri the case of oflter 
wos^ the of the zealsat^ of zeoeipts ahonld be watched tbe Begjbter of 

BpeclBliB^eto>iW|es jpazagraph 553), wlnm ^tdd be posted from sanctiened esIhnateB 
in xespeot of oredtltft anticipated therein, and fitrom the aocboiots in respect of receipts teal- 
hied from thne to tinie. 

"2. Hie Dwiaionai ieecontaht ahooid see also that savtogs due to abandonment of parts of 
a wmk, as evidenoed by the gnaatato of the work esecnted or otherwise, sae not nlallaed 
towards nnan^orised expenditure. 

555. After check every voucher should be enfaced with the word " checked 
over the dated initials of the Divisional Accountant, as well as of any derk 
who may have applied a preliminary check. Vouchers not submitted to 
audit {vide paragraph 576) ^ould be cancelled by means of* a perforating 
or endorsing stamp and kept carefully, to be made available for test-audit 
wheiJuever demand^ by the Accountant General 

1. Yonoheis lelaiiDg to oontizigencaies, whii^ do not smOant to more tlian mpees twchiy* 
five eacdi, i^onld be deSt with in & manner indicated in the certaficate ef the disbtumg (M&eit 
printed on CSvil Aoooont Code Form 15. 
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Stamps aflixed to Touoher.-:. ^louid be so cancelled that tliey cannot be used agaj«i, and 
if iritis this object they are pimehei through, care should be taken that the acknowledgment 
of the payee is not dcftt roved tiiereby. 

3. Vouchers relating to nov/ supplies of tools and plant should be completed by noting on 
them the name of the mor.th in tiie accounts of which the articles acquired were brought on to 
Form 13, .(Account of Receipts of Tools and Plant. 

5S6. The re.sults of the examination of accounts and vouchers received from 
Subdivisional Officers should be intimated to them in all cases in which it is 
necessary to obtain further information, accounts, vouchers, certificates, etc., 
or to direct them to correct the relevant records of their offices or avoid the re- 
currence of any irregularity. The procedure to be observed may be prescribed 
by the Divisional Officer. The records connected with the results of the 
examination should be retained so as to be available for the Accountant 
General’s inspection. 


C.-^ETTLEilEXT OF ACCOUNTS WITH TREASURIES. 

557. As soon after the expiry of the month as possible, a monthly settle" 
ment should be efiected with all treasuries in respect of the transactions of 
the entire division with them. 

558. For pajunents into treasuries, consolidated receipts should be prepared 
in Form 50 for the whole of the remittances made to each treasury, and sent 
to the Treasury Officers for signature. 

559. For cheques drawn, the pass books, duly completed for the month, 
should be obtained from the Treasury Officers with the certificates of issues 
from treasuries (which are prepared in the form reproduced below), and their 
agreement with the cash books of the division should be effected in Part II 
of Form 51, Schedule of Monthly Settlement with Treasuries, which also gives 
detedls of the differences. 

I Imteby certify that the total iBBuea made from this treasury cm cheques drawn agamst the 
iocxmit of h£r. , OSceir-m-ohAige^ 3>mai(m, doling 19 , amouitted 

toBa. (inweads). 

The certificate of agreement should be recorded in the pass bobk 6ver the 
signature of the Divisional Officer without recording any details of the uncashed 
cheques or other differences. 

1. The pass book or of cheques cashed is written up in Civil Account Code Poim 66. 
It should remain In the divisional o£6ce aa an account record of the office and should be sent 'to 

teeiusttry periodicibUy on fixed dates (at weekly intervals in the case of the treasury at the 
divisioiul headquarters) to be written up. The identity and the amounts of the cheques entered 
as oaidbed should be examined at the eturliest opportrujity, the pass book being initialled (and 
dated) by the Biviaioiial Accountant in token of the check. 

2. Forhi 51 is required for submiasion to audit in original^ vid$ pazagraph 57^ The office 
copy ti the details recorded in it should be maintained in the cash l^k of the ffivisicmal office, 
the entries bring made , over the signatuie of the Divisional Officer, just after the dosing entries 
of the month refrised to in paragraph 158. 

S. If the Diviskmal Officer is In account with any treasuzieB whlcb axe in account 

wi^ an Accountant General other than his own Audit Officer, or with a MDifcaiy treasure diest, 
a separate Schedule of hTon^tly SetGement With Treasuries, Dorm 51, should be spared in 
zesp^ of the tieaaaries of each Audit curie. 

S60# As subdivisioiial oasb books aare closed on vmouB dates before the last 
dfcfee of the oaleiidar moiridi, ami the acOomits of sabtreasuxies ate also not 
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closed on. that date, transactions recorded in the cash books of the Public 
Works Department for a month may sometimes be responded to by the ttea- 
sury in an earlier or a subsequent month. This disturbing factor lahould 
be home in mind. Differences which are neither due to this cause nor repre- 
sent amounts of uncashed cheques, should be settled expeditiously in con* 
sultation with the Treasury Officer concerned. 


D.^DJdPILATION OP AMOUNTS. 

L — ^Monthly Accounts* 

(a) Schedule Dockets. 

561. As cash vouchers and transfer entry orders, relating to (i) charges on 
works other than percentages charged for establishment, tools and plant, etc,, 
and (ii) other items of expenditure or disbursement for which a contingent 
bill is not required, come to hand and are scmtiidsed, they should be posted 
into Schedule Dockets in Form 61, a separate form being used for — 

(а) each work to be accounted for in a Schedule of Works Expenditure,, 

Form 63, or in the Schedules of Deposdt Works and Takavi Works, 
Forms 65 and 66. 

(б) each manufacture or other item of expenditure debitable to Stock 

and to he acounted for in the Schedule of Dehito to Stock, Form 
72 (vide paragraph 567), 

(o) eadh separate class of charges (including refunds of revenue) for which 
a sdiedtite in any other form has to be prepared under the rules 
in this chaptor. 

Cash receipts which have to be taken in reduction of expenditure (vide para- 
graph 260) should be posted as refunds, with brief particulars of the transac- 
tions. At the end of the month, the schedule dockets should be completed 
in respect of the Stock transactions by postii^ therein all the Stock debits 
and credits of the month as recorded in the lower part of Forms 10 and 9, 
Abstracts of Stock Issues and Stock Receipts, respectively, omitfcmg those 
brought to account through the Cash Book and the Tiankfet Entry Bo6k, 
vide Rule 2 to paragraph 186, The total of the month’s stock transactions 
relating to each sch^ule docket should be entered therein as a single figure, 
plus or minus according as it is a debit or a credit, and if there are both debits 
and credits to be entered, the net result only should be posted. The schedule 
dockets should then be totalled and reconciled with the works abstracts in 
the case of works, and with the schedules concerned in the case of dockets of 
class (c) above. All the vouchers (including acknowledgments for stock 
supplied to contractors), transfer entry orders, survey reports, and sale 
accounts which are required to be submitted to audit (vide paragraph 576) 
should then be tacked to 'the respective schedule dockets which diould be 
numbered in a separate series for each month. 

I. The atidit of schedule dochets is couduoted in the Accoimtaot Qeiieral's of&oe on the »s 
gumptaoxL fLst petty voudbexs and initial stock aooounte in support of the oertiBed amounts 
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of tmTtmcbed and stock chax^ have been duly audited by the Divisional Accountant in detail 
and aie available for test-audit. The Divisional Accountant is, therefore, personally respon- 
sible for the accuracy of these amounts as stated in schedule dockets. | ^ 

2. Some of the schedules referred to in clause (c) above include charges for works support^ 
by a Schedule of Works Expenditure. Such charges and other transactions relating to the 
works expenditure should be posted in the schedule dockets for the works concerned. 

568. For percentage recoveries made on account of establishment, tools and 
plant, and accounts and audit charges, a single schedule docket should be 
prepared in Form 62 embracing all Government, as well as Non-Govern- 
ment, works on which these percentages may be leviable under rule. 

1. This farm servea as the transfer entry order relating to these recoveries (vide paragraph 
644) and should, therefore, be signed by the Divisional Officer. 


[b) Registers axd Schedules. 

^ transfer entry transactions 

(b) Krpenditure on month, other than those noted in the margin, 

Storfc. _ should be posted, from time to time, into one of 

(c) ^caneacUoM ref erred schedules or registers named below, to which 

to m p«.gmpt 571. transaction reto 


{i) Registers of Revenue Realised, 

{ii) Registers of Refunds of Revenue, 

{Hi) Registers of Receipts and Recoveries on 
Capital Account, 

(if;) Registers of Recoveries on Revenue 
Account, 


all in form 46 (para- 
graphs 264 to 266), a 
separate register being 
maintained for each 
major head -and in the 
case of works for which 
a separate revenue 
accoimt is kept, one 
for each separate sys- 
tem or project. 


(«) Re^sters of Rents of Buildh^ and Lands, Form 49 (paragraph 
268), a separate register being liiaintain^ for each major head, 
etc., as in respect of Nos. (i) to {k). 

{vi) Schedule of Debits to Remittances, and 1 


(vii) Schedule of Credits to Remittances, Vboth in Form 77, 


(uiii) Schedule of Debits to Miscellaneous Heads* 
of Account, and 

(<£c) Schedule of Credits to SEscellaneous Heads 
of ixscount, 


>both in Form 


76, 


{x) Suspense Eegister, Form 67, in respect of transactions falling 

the heads “ Purehases ” and “ Miscellaneous P. W. Advances,” 
vide paragraphs 402 and 416, 


(#i) Deposit Begister, Fonn 67 {vide para^aph 463), 

(aett) Schedule of London Stores, Form 71 (vide ^agtaph. 442), 
(*»») Sdiedule of Depoiait Works, Fcnm 65 (vide paiagtajh 463), 
(a»B) Schedule of Takavi Works, Form 66 (vide paxsm&vh 477). 
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(J) Of these schedules, Xos. (i) to (v) aad (a;) to xw) have already been 
described in the paragraphs quoted against each. 

1. Rent and other reTenne receipts pertaining to (a) Miiiteuy Woife, (6) Railway Worlca, 
(c) Posts and Telegraphs Works and (d) Archa-ological Works of the Central Government infer- 
red to in paragraph 665, should he posted in separate registers, Forms 49 and 46, for a&oli 
(as requir^), and, in Governors' provinces, additional registers should he mamtained for 
receipts from oilier works of the Central Government. 

2. When under -a major head of revenue, there are more than one system of works, for 
which separate revenue accounts sue kept, a summary of the receipts of all systems workmig np 
to the totals of the major head, should <uso he prepaim 

(c) Schedules Nos. (ti) and (vii) are the schedules in which all remittance 
•account transactions are collected, the entries being grouped under the head- 
ings given in the sample entries of Form 77. 

(d) Schedules Nos. (mi) and (ix) are intended to ooUect all disbuisemeats 
and receipts which do not pertain to any of the other sdbiedtiles inentioned in 
this paragraph or to any of the works or stock expenditure schedules referred 
to in paragraphs 565 to 567. These transactions are adjusted finally in the 
books of the Accountant General and ordinarily affect one of the non-Public 
Works major heads of revenue or expenditure “ 11. — ^Taxes on Income/' 

XVin.-^ails and Convict Settlements,” 23.— Audit ” and “ 47.— Miscel- 
laneous ”) or a Debt head of account 0.— Unfunded Debt — Savings 

Bank Deporits— Bank Accounts— Cemetery Endovnnent PandL”)J lii 

1. Inoome tax deduotiona from w(»^-o£uu^ged eitafalnluueixte, perueoiliiige teoovedbs for 
acoouute and audit ohazgek^ paroeuteg» cHazg^le on Btmcnpeaii Stores, and zee^pte on 
account of oemeteiy endowments mvazsak^ sppoar in the Sooedule of CkeditB to 
neous Boads of Aoocamti. 8eo also pare^phs 467, 471 and 47$ lor otptmdftttie m woiios 
loSflitidg to oevlate Local SWk Aa tegartfe oter traosactioDiS, they would not be classi- 
fied reader the final or debt head couoeireed and shown in the Sohedobs of Credtte or Debits 
to 1Siiteelk3Qe<ms Beads cd Account, unless the Accountant General has authorised this ; ordi- 
narfif fliey should be olassified by DivMonal OfScere under the remittauoe head ** Public 
WozKs Bemittaiioes — Other Remittances ” and inclnded in the Debit or Credit Form 77, 
as the ca se may be. See also paragraphs 12 and 13 of Appendix 5. 

Sbc' ' 

564 . At the end of the month, the stock transactions of the mouth, as 
recorded in the Abstracts of Stock Receipts and Stock Issues, Forms 9 and 10, 
excluding transactions brought to account (vide Buie 2 to paragraph 186) 
through the Cash Book and the Transfer Entry Book, should be incorporated 
in the schedules referred to in paragraph 563, and the sdiedules sheniM be 
completed in all other respects, e,^. (1) in the Debit Schedules 77 and 76 
and in the Deposit Register should be posted, from the detailed schedules 
‘concerned (vide paragraphs 566 and 566), the total amoimt of works expen- 
diture chargeable to each head of aooouni^ division or office (see also paragraph 
463) and (2) the total amount of the cheques drawn daring the month should 
be entered in the Credit Schedule, Form 77, as a sin^e entry fmr treasuries 
of each Audit circle, under the head “ Public Works Remifctemoes. — ^II* 
Public Works Cheques,” or the exchange account head concerned, as the case 
may be (see also Rule 3 to paragraph 559). 

1. Bxpeudituie on famine relief wozke ahotild be entered in Debit fiohednte 76. 

2. In the Sohedule of Debtte to Bemlttanoes the expeaoditiae on the wotks referred to In 
olaosee (d) (it) to (a) (v) of paragraph 665 sbouH be shown sepamtefy feom that on other 
wcoka 
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665. (a) After a reconciliation lias been effected between tie totals of 
works abstracts and relevant scbedule dockets, a Schedule of Works Ex- 
penditure should be prepared in Form 63, separately for expenditure rdatii^ 
to each of the following classes : — 

(f) Each major head {or a division thereof shown separately in column 
1 of the classification table of Appendix 4) under which ex- 
penditure is recorded, a separate schedule being prepared for 
•' Central ”, “ Provincial — ^Reserved ” and “ Provincial — ^Trans- 
ferred ”, in the case of “ 41. — Civil Works ” in Governors’ pro- 
vinces. 

1. This form is not nsed for Manniaotare transactions^ vide paragraph 537. 

(ti) Militaiy Works. 

(Hi) Eailvrav Works, 

(ay) Poste and Telegrapits Works, and 

{v) Axoliasological Works of tke Central 
Gk>vemment connected with, the con- 
servation of ancient monuments as defined 
in section 2 (1 ) of the Ancient Monuments 
Preservation Act. 1904, and declared to he 
protected under Section 3 (1) of that Act, 

(vi) All other Government works including occasional works of classes 
(ii) to (v). 

(to) All non-Government works other than Deposit Works"’and Takavi 
Works, for which separate schedules are prepared in Forms 65 and 
66 respectively, vide paragraphs 463 and 477, 

(6) Oidy those works on which expenditure has been incurred during the 
mmiih. should be included in the schedule, the entries being detailed in the 
Older the prescribed heads of the accounis classification in the case of 
works of {i) to (o), and grouped $eparatd[y for ^ch Govearaieht, 

department, division, local body or other party concerned^ in the case of 
works of classes (in‘) and (vii). All works forming part of a sin^e prOjebfc or 
system should, in all cases, be grouped together. 

1. In the Bchednks for works of classes (») to (r), money cohimn 5 for “ Total charges of the 
month should be totalled so as to bring out separately the totals for (1) each minor head, 
(2) eadi pwinary unit of appropriation (if any) subordinate to a minor head, and (3) each group 
of works for tThich a separate lump sum appropriation has been placed at the di^osal of the 
Bhisioiml Officer or a controlling authority. Against eadi total of the last category should be 
given {a} in n oh xm n 6, the total charges of the year which will be arrived at by adding the total 
oi tihe m on t h to the total of the year as given in oolumn 6 of the previous month’s schedule, 
ta^ (b) m oohmm 7, the lump sum appropriation, if placed at the Bivisional Officer’s dkposaL ‘ 

2. In the scheduice pertaining to works of olasses (vi) and sn), the ^tiies relating to each 
woik should be made separately for “ works expenditure ’’ and peromitage <d>arges (for 
estahli^hiQeait, tools aaod i^ant, aooounts and audit chaiges, eta), one itnA being used for each 
of ihoee two charges and a third for the total charges cm the xrock. | 

5 Save as provided for in Rule 1, it is optional vdth the Bivisional Officer to make entries 
in oolttimsa 5, 7 and S in lee^peot of indhridhial ‘vocks. l%eae oohzrobs are not provided lor in the 
ihir cqpyt S'om 6^ of the sehedulb roquizad for sabmisriem to the Acoountant GenmnI (paza. 
mik 57i)- Fkuree enierod in Cohimn 6 ,.£ the o&e copy nndme the meovisftons of Bxde 1 
idMm be noted m the Bemazkft o(dsi^ copy. 


*i entrusted to tbe divi- 
y sion as a standing 
I arrangement. 
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566, Similarly, the Schedule of Deposit Works and the Schedule of Takavi 
Works should be completed in respect of expenditure transactions, which 
should be taken from the relevant schedule dockets, 

567. All debits to Stock should be collected in Form 72, Schedule of 
Debits to Stock. The entries in this schedule should be arranged in three 
groups — (1) “Manufacture,” (2) “Land, Kilns, etc.” and (3) “Other sub- 
heads.” Under (1), should be detailed all manufacture operations in progress 
and under (2), all works in progress in connection with the acquisition, con- 
struction and repairs of land, kilns, etc. Under (3), should l>e shown (a) 
individually, all items of expenditure on the carriage, handling, etc., of biock 
materials when the cost of such processes is chargeable to Stock (vide para- 
graph 379), (6) individually, all items of acquisition of stock materials for 
which an estimate is required under rule, and (c) coHectivelr, all other items 
of acquisition of stock materials. 

1, If the Divisional Officer is speciaUy authorised by the local Government to sanction 
the eaitiage, handEng, etc., charges up to a spewed money limit, it will devolve uj^on the 
Divisional Acoonntant to conduct the audit of individual items of expenditure againjjt tlie 
Divisional Officei^s sanctions, but aU items of this class should be detailed in the schedul e. 

2. In respect of each manufacture operation, the outturn of the month (vide paragraph 
3S5) should abo be shown* n ^ schedule, the operatlcm sad outturn being altered in two 
separate toetk 

SSS. An accotmt of the suspeiiee head “ Stodc ” ^ould ioext be prepared 
in Fom 73, Stock Account. Fart I of this form is the main acconnt show- 
ing the receipts, issues and bahtnces, classihed by subheads, separate %aieB 
being given in respect of sobhe^ “ Manufactuxe,” and “ taad, Eihis, 
etc-” aqd^ all the otliesr sdh&eads (t^ paragra^ 406) beii^ lumped up. 
Fact rt the Detailed Account of l^ues, is written up first, and from this 
port and tike Schedule of Debits to Stock, Form 72, is prepared Part 1. 

(c) CLASsmsD Abstractt of ExPEsnrrTRE. 

569. A consolidated account of all expenditure [cidc paragraph 92) charged 
against the giants of the division should be prepared in Form 74, Classified 
Abstract of Expenditure. The figures relating to the several major hAadfi 
(or divisions thereof shown separately in column 1 of the CSassifioation table 
of Appendix 4) should be entered in separate section^ arranged in the order 
indicated in Appendix 4, and in the case of the major head “41. — Civil 
•Works” in Governors’ provinces the “Central,” “ Provincial— Eeserved,” 
and “ Provincial — ^Transferred ” transactions should be shown in three difierent 
sections iu the order drown here. ■ 

1. When works for laiy of the dfipartmenta imiaed in the margin are undertaken as a stand- 

ing azrangemen^ vide &SS (4^), and funds for tfae pur- 

MiJitary VTurka. pose are allotted to flie division, the expenditure kansaotitma 

Teie 2 r 4 pii«i connected therewith should also be abejiracted in Form 74, the 

Aichaxjlogicai De^meat. cUssification of ewnditure being that presctihed in mpM of 
the vrozks coneemed, vide !Eule 3 to pamtginph 87. 

2, Befunds of Revenue, though covered by the term Expenditure (vide paragraph 02), 
are excluded from this Ab^ract, as Hhey are treated as Revenue, tide paragraph 262 
azkd Aj^dix 4. On the other hand, “Receipte and Beooveriee on Ca^l Account*^ and 
“Secovaies on Revenue Account’* are inchicted in this Ahetracfc as m$me eGcpenditiijce, as 
they are taken in reduction of the charges under the major head concerned, vide Statement E 
of App^idlx 4. 
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{d) Pkepabation OF Monthly Account. 

570. Finally, should be prepared, for presentation (with dl supporting , 
registers, schedies, vouchers, etc.) to the Divisional Officer and submission 
to audit, the Monthly Account in Form 80. This account is an abstract 
of the entire receipts* and disbursements of the month, as detailed in the 
various schedules and registers, and shows also the opening and closing 
cash balances, and on the back of the form are printed (1) a memorandum 
of miscellaneous cadi receipts paid into treasuries and (2) a certificate in 
respect of the closing cadi balances of subordinate disbursing officers. The 
entries in the Accounts are divided into three groups : — (1) Revenue entries, 
which are the total receipts under the several major heads, as taken from 
the Roisters of Revenue Realised, Form 46, (2) Expenditure entries, which 
are the totals for the several divisions of major heads and are posted from 
the Classified Abstract of Expenditure, Form 74, and (3) Other Heads, entries 
in which representing both, receipts and disbursements, are posted from the 
Schedules of Deposits, Takavi Works, Remittances and Miscellaneous Heiads 
of Account, Forms 78 or 79, 66, 77 and 76. 

The totaJs of the cohxnms for leceipte and disbnrsemmts must agree, and if there is any 
diSerenoe due to cash beum in transit between two disbursing officers, its amount, etc., should 
be included in the closing balance and the certificate of cash balance should be amplified so as 
to state the amount and the steps taken to adjust the difierence. 

571* {a) There are certain transactions recorded in the initial cash and 
tock accounts, which involve no operation on a revenue, expenditure, or 
any other prescribed head of the accounts classification, as every such entry 
counterbalanced either at once or after an interval, by a shrolar entry of 
the reverse character. It is not necessary to include such transactions, for 
audit purposes, in any of the schedules and registers leading to the Monthly 
Account, but Divisional Accountant should see that all transactions aro 
cancelled by each other in due course. 

{h) These transactions faE under two dasses : — 

(i) Ca»h from Treomty.—k cheque dra^ to repleaaish the cash chest 
is charged to this head in the Cadi Book, and per douM ihe axnount 
of the cheque is entered at once, as cash received, under the Same 
head, a cheque drawn in favour of self being cash {vide paragraph 
126) even though not cashed at once. 

(ti) Transfers wUhin Diviswn, — ^Remittances of cash and stock by one , 
accouniiig officer of the division to another, are charged or cre- 
dited to this head when the remittance is actually made or* 
received. 

572* When the Monthly Account does not balance and the discrepancy 
cannot be detected readily, it may be advisable to write up Form 81, Ab* 
stract Book, from the oii|pnal Cash Books, abstracts of Receipts and Issues 
;>f Stock, and the Transfer Entry Book, and thns to locate the error or omission. 

1* foir poeizng this book ninigTPg it in locating errom in the compilafcion ot 

Qis Aoccnmt oomoeoted sobednlss azbd m pihited on fbe standard f omv 

iriddb Ja to be ieken as a.model only. Si tbe pingimtal AooomSiaztt ooDBiders it daskabl^ he 
aBHny bo^ ^ the check of the oom|^ied aooonnts. 
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573^ It will be seen that all the transactions of the division, as recoided 
m the initial accounts of cash and stock and in the transfer entry book, exclud- 
ing items referred to in para^aph 571, enter one or other of the prescribed 
schedules, the details being in some cases recorded in supporting schedule 
dockets. Transactions recorded in the cash book and the transfer entry 
book are posted direct from those sources, no items being omitted ; but, those 
recorded in the initial accounts of stock, Forms 8, 9 and 10, are dealt with as 
under : — * 

{a) those brought to account through the Cash Book or the Transfer En* 
try Book {vide paragraph 186), c.^r., stock purchased in cash, stock 
sold for cash, and stock received from works, are left out, and 

(&) the rest are posted direct from the Abstracts of Stock Receipts and 
Stock Issues, Forms 9 and 10, 

To ensure the accurate compilation of accounts, it is essential that the 
transactions referred to in (a) above are not brought to account twice, and the 
Divisional Accountant should see that all items of this class are correctly 
separated off in the lower part of the Abstracts of Stock Receipts and Stock 
Issues, Forms 9 and 10, as prescribed in Rule 2 to paragraph 186, 


(e) Submission to kxmm 


574. The Monthly Accourtt is due to reach the Am>mitaEt General’s Office 
by such date bet’W^een the Ttht and 10th of the month foUowing that to which 
it relates, as may be fixed by the Accountant General in consultation with the 
Divisional Officer. It should be supported by the following documents : — 


(1) Extracts from Registers of Revenue" 

Realised, Form 46, and in the same form as the 

(2) Extracts from Registers of Refunds of > registers. 

Revenue, Form 46, J 

(3) Classified Abstracts of Expenditure, Form 74. 

(4) Schedues of Works Expenditure, Form 64. 

{6) Consolidated Contingent Bill (with necessary vouchers), CJL. Code- 
Form 15. 


(6) Schedule Docket of Percentage Recoveries, Form 62. 

(7) Stock Account, Form 73 (with Sale Accounts, Form 19, in support 

of the Cash Credits to Stock)* 

(8) Schedule of Debits to Stock, Form 72. 

(9) ^Sohedule of Purchases, Form 68 or 69*^ extracted from the rela- 
te atid I vant sections the 

(10) Schedule of Miscellaneous P. W. Ad- > Suspense Register, 

Vances, Form 70, J Form 67. 

;il) Schedule of London Stores, Form 71. 

12} Schedule of Workshop Suspense (local form). 
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the same form as the 
registers. 


{13) Extracts from Registers of Receipts and' 

Recoveries on Capital Account, Form 
46, and 

f 14) Extracts from Registers of Recoveries on 
Revenue Account, Form 46, 

(15) Schedule Dockets, Form 61 (with necessary vouchers, transfer entry 

orders, survey reports and sale accounts tacked to each). 

(16) Schedules of Credits and Debits to Miscellaneous Heads of Account, 

Form 76. 

(17) Schedules of Credits and Debits to Remittances, Form 77. 

(18) Schedule of Monthly Settlement with Treasuries, Form SI (with 

supporting Consolidated Treasury Receipts and Certificates of 
fesues, signed by Treasury Officers). 

(19) Schedule of Deposits Form 78 or 79, extracted from the Deposit 

Register, Form 67. 

(20) Schedule of Deposit Works, Form 65 (with Reports of Progress of 

Expenditure). 

(21) Schedule of Takavi Works, Form 66, with accepted Certificates 

of Collector referred to in paragraph 480. 

(22) Extract from Account of Receipts of 

Tools and Plant, Form 13, and 

(23) Extract from Adcount of Issues of Tools 

and Plant. Form 14 (with supporting 
Survey Reports of Stores, Form 18, 

Sale Accounts, Form 19, and acknow- ^ Accounts, 
ledgments of officers concerned in the 
case of stores transferred to other 
offioesrs not being Divisional Officers 
of -Uie province), 

(24) list of Jboeotiafci soNsitted Form 83. 

L Ooiti«oKd*ted Ctetingm Bill m not xoqnirea to Accompany fbo 
eontmgent chArges are drawn by balls presentod direct st tzoasnxiee. y 

P^^sional Ofticer is required by any rule to make a formal report, periodically, 

^ administrator or de^ritorconoem^ 
teere port, settmg forth the amount of the estimate, the total deposits received, and the pro- 
eijjenditnre, ^uld accompany the schedule of Deposit Works, so that the Accountot- 
^omrAl may, affc^ audjtmg the schedule, verify the report and forward it to the local body or 
persons oonoocneu. 

i® OTthorised to refund, wiftont reference to higher anthoritr. 
i’*®* S *** original orders of the oonrt shonld aocom- 

Eevenne, as the audit of the refunds made in such oases is 
eonducted by the Accountant General on the authority of the orders of the court. 


in the same form as the 


schedules relating to the suspense and deposit accounts, Forms 68 
ifO, 71, i 3 and 78, and the "Workshop Suspense Schedule, must be submitted 
to audit, month after month, so long as there ace balances outstanding 
mder the account concerned, whether there have W tra3asactions dtS 
the month or B<yt ; but, in respect of Purchases and Deposits, the Accountant 
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General may authorise the -use of the alternative forms of Schedule Nos. 69 
and 79 in the case of divisions where the number of outstanding items is 
very large but the number usually affected by the monthly transactions 
is smalL In respect of the Schedule of Deposit Works, Form 65, the 
Accountant General may dispense with the submission, every month, of 
Part n of the schedule, provided (1) that this Part is invariably sub- 
mitted with the accounts for March and (2) that, if Part II for any month 
contains works, any expenditure whereon has been chajged to Miscellaneous 
P. W. Advances, an extract from Part 11 relating to such works only is sub- 
mitted to audit. Subject to these exceptions, the remaining schedules are 
necessary only if there have been any transactions during the month. 

576. (a) With the exceptions noted below (as to which, however, see clause 
(b) below), all vouchers and transfer entry oocders in support of cash payments 
and other charges in the account must accompany the Monthly Account : — 

(i) Muster rolls or other vouchers in support of payments to labourers, 

irrespective of amount. 

(ii) Vouchers in support of pajunents of wages to members of the work- 

charged establishment, the posts held by whom the Divisional 
Office is authorised to sanction. 

[w) Other cash vouchers, wheth^c relating to works or contingencies, 
the amoimts of which do not exceed Bs. 26. 

(it?) Invoices or other roudhers hi acknowledgment of issues Of stock 
nnitcrialo, iafues of ontturn from Manufacture to Stook. 

^0) Voi^bam in support of pa 3 nnent» made for the convcrsioE of cash 
dejKwnfe into intereat-beBjnng securities, m cases in which no voueher 
other than the security itself or a safe custody certificate of the 
security exists. 

1. Wliea a voucher of this class is not submitted to audit, the reasozis should be noted agiuaFt 
the mtty of its amount in the schedule docket. 

(vi) Transfer entry orders of the classes enumerated below : — 

Those involving debito to Eemittaace heads otiberwiae ihan respebt 
of expendfeure on wcorks. 

Those relating to charges which are supported by vouchers received 
in transfer. 

Those involving a debit or credit to London Stores, or a credit to a 
Eevenue head (Gross Receipts), or to any Miscellaneous Head of 
Account otherwise than in respect of expenditure on works. 

(b) All vouchers (other than Muster Rolls) in support of debits to eon- 
tractors should be submitted to audit, even thou^ falling under any of the 
exceptions to clause (a). 

1. The {uovisioas of this paragraph apply also to vouohears received ftoM other divi^oa# oi 
departmeoate in support of transfer dehits raised bj them. 

2. The term “ voucher ” used iu clause (a) inohades Advices of Transfer CJredit and Arwpt- 
anoea of Transfer Debit received from othw divisions, departments, etc., in the case of the 
docket for Schedule of Debits to Eemittanoes. 
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(c) All voncliers in support of payments for land acquired should he suh- 
3nitted to audit. * 

(d) All Survey Reports of Stores (Form 18) and Sale Accounts (Form 19) 
must also accompany the Monthly Account. Sale accounts in support of cash 
credits to Stock should be attached to the Stock Account, Form 73 ; survey 
reports and sale accounts in support of other credits to Stock should be tacked 
to the schedule dockets pertaining to the works or accounts debited ; those* 
in support of the Extract from Account of Issues of Tools and Plant, Form 14, 
should accompany that document ; and the remaining survey reports and sale 
accounts shoiid be attached to the schedule dockets relating to the works or 
accounts credited. 

577* The documents enumerated below should also be prepared and sub- 
mitted to audit with the Monthly Account, unless the local Government has* 
prescribed in consultation with the Accountant General that the transactions 
covered thereby shall be audited by the latter locally at the periodical inspec- 
tions of divisional and other offices : — 

Extract from Contractors’ Ledger, Form 43, prepared in Form 82. 

Schedule of Rents of Buildings and Lands, Form 75 (with supporting 
Statements of Rents Recoverable from Pay Bills, Form 48). 

678 . The Divisional Accountant is required to sign^not only the Monthly 
Account, but also all the schedules, etc., accompanying it. It is not necessary 
that the Divisional Officer should sign all these documents ; he must, how- 
ever, sign the Monthly Account and the List of Accounts, Form 83, 
unless he is absent from headquarters, in which case he should send to the 
Acooxartant General, as soon as he can examine his books and papers on 
return, a report in Form 84 (with a duplicate copy of the Monthly 
Aeoount signed by himself), without which the Accountant General will not 
finally the Monthly Accoimt. The Contingent -Bill must invariably be 
signed % the 

It is dfislrabld that the tHvisiaiLal OtScer shcmH make acctaogem^te the review by 
hlmeelf of all vouchers before they are submitted to audit, and that, tmlees the eitcumstanoea 
are exceptional, he should sign the accounts himself. 

579 . In connection with the accounts for March, the following points should 
receive special attention : — 

(u) The en^ of the closing cadi balance should be supported by (1) the 
original Cash Balance Reports (Form 5) of all disbursing officers 
including ihe Divisional Officer, and (2) a certificate of the Divi- 
sional Officer to the effect that he has obtained, on or after Slst 
March, and retained in his office, an acknowledgment from the 
officer or subordinate concerned, in respect of each item of miprest 
or temporary advance shown in the Cadi Balance Reports of the 
Division for Slst March. 

n The c riIg S im l Cash Balauoe Beporia of subordiuate disbursuig ofi&osKa should be initialled 
DiPisicmal Officer belore taait^jsidoai to audit. 
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(h) To Part n of the Schedule of Monthly Settlement witi Tzeasaiiea, 
Form 61, should be subjoined a statement, in the foxm given 
below, in respect of the cheques drawn to meet payments of worts. 


m 

No. of 


Particulars. 

(dmques 

Amount. 




1. Fox the whole month 

• a 

a ■ 

2. During the last fi^e working days of the month 

• w 

' 


(c) The Schedule of Deposits, Form 78 or 79, should be accompanied by 
the Aocouid? of Interest-Bearing SeemitieB, Form 86,,, referred to 
in paragraph 456. 


n. — Review of UnsetUed Aoooimis. 


580. The several registers and schedules relating to the suspense and deposit 
heads of account, and the accounts referred to in the 
margin, should be reviewed monthly so Hist the 
steps necessary to effect the erpeditious clearance 
of outstanding balance, whether by actual recovery 
or by adjustment in the accounts, may be tadren 
regularly throughout the year. In February, or- 
early in March, special steps should be taken witii. 
a view to briug about, all possible reduction in the number and amounts of 
ootstainidTi^ items at the close of the year ; and within six weeks of the sub- 
ruittkih of the Monthly Account for March, a consolidated cerrificate in res- 
pect of balances, other than cash, should be forwarded to the Accountant 
General in Form 91, Annual Certificates of Balances. 


Contractors’ I-edger. 
W(xrks AbstriM^aiid 
gieter ot WozkBi 
Beat Registers and the 
other zeooras of assessmeiit 
and realisation of revenue, 
r^orred to in paragraph 
261 . 


1. If the closing balance under any head is nil, it does not necessarily fo^bw that a 
certificate is not required in respect of it. In all cases in 'which there was a balance at tbe ooan- 
nienoement of the year, or there *were any transactions during the year, a certificate should 
be recorded, the wording of it being suitably amended (if necessary) is case the oloshig babnoa 
is nlL 


581. Siimlarlj, the prompt seti^eznent of all remittaj^ traBsactio^ 
oxigm^il or xeepoiodijag, should receive the persoilAl atte(iztaoii of the BivisioiLal 
Acootmtant (vide paragraph 125), wio shouM tafce special steps early in. 
March to hiiog to account all Habifities and as^ts awaiting Bettlement, and 
to efieot clearance, in the accounts of March, of as many outstanding items aa 
possihle* Liabilities, as well as outstanding debits and <^redits, r em ai ni ng 
unadjusted at end of March diould be watched individually with a view to 
thdr clearance 'T)efore the accounts of the year are finally closed. It is not 
sufficient that the divisional office has brou^t to account all the transactiems 
the responsibility for which devolves on itself. It is equally important 
that necessary action be taken to move the other parties concerned to 
bring to account or settle the outstanding items, the intervention of the 
Aooountant General being sought where necessary. 

1. la settling traoiisaotions with Bailways, it should be borne in mind that BaUway Audit 
offioes close their books for the year on the lOtli May. 
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in. — Closing the Aecoimts of the Year. 

882, The financial yeax terminates on 31st March, and actual transactions 
taking place after that date can on no account he treated as pertaining to the 
year. It is necessary, however, that as many of the unadjusted remittance 
transactions of the year as possible, should he cleared within the accounts of 
the year, and very often errors in account come to notice after 31st March 
which should also be set right, if possible, without afiecting the accounts 
and estimates of the following year. Whilst, therefore, it is necessary that 
the cash accounts should be positively closed on the 31st March, and also 
the stock accounts in respect of actual transactions, the Transfer Entry Book 
and the stock accounts should be kept open for transfer entries relating to 
rectification of errors and settlement of remittance accounts. 

L If aay adjuatmeaata in aoootmts hare beeaa piiTposely deferred till tlie close of the aoooxints 
of the year, it is pemiseibld to effect them after 31st Sfaroh in the same way as adjtistments 
ia rao^eatioa of errors xmMced after that date. 

588, The transfer entry transactions referred to in paragraph 582 
should bo consolidated into a special Monthly Account, which, with all the 
necessary accompaniments, should be submitted to audit on the 1st July 
following, or any other date that may be prescribed by the Accountant 
General. This account is known as the Supplementary Account of the year, 

1. This aocouat should be of fche simplest eharactear aad should set forth only the ia^nsae- 
tiona to be brought to account. It is not necessary, for inatance, to repeat in any of the Sus- 
pense or Deposit Schedules, the items not affected, so long as, in addition to the necessary details 
of the iteiiaa affected, the totals for the acesount concerned are also given. Similarly, in the Sche- 
dule of Rents of Buildings and Lands, Form 75, only the items affected and the totals need 
he given, and in the Extract from the Contractors’ linger. Form 82, only the accounts of those 
ooatcactoTB whose accounts are affected in any way. 


lY.— Miscdlaneous Betoms. 

5^ Other aocbim^ reter® wHch the Divisional Officer should submit 
to the Accountant Goieral are the following : — 

(ft) Half-Yearly : — 

(i) Half-Yearly statement of the assessment and realisatioiis of 

Irrigation revenue collected in the Givil Department, vide 
paragraph 252 (c), on the dates prescribed locaUy. 

(ii) Half-Yearly Register of Stock, Form 12, on or before 1st June 

and 1st December. 

(b) Annually : — 

Register of Tools and Plant, Form 15, on or before 16th December. 

1. The Half Vcarly Regisuer of Stock and the Raster of Tools and Plmt will be audited 
looally, or in the Acoountaxit OeneraTs ofSoe, as the local Cbysocnment may pies^be in 
oozksultaiion with the Acootmtant Oeaearal. In cases in which audit is conduct^ centrally, 
the documents shouH be submitted in original after transferring ihe closing balances to the 
corresponding register or return for the subeeq^uent podod. Where local audit is in force, 
Part Hi (Review) of the Register ol Stock tor the half-yeazr endied Blst sWuld be 

sn&^tted io the Aocountaat GotreraTs office, but all the documents should be comrdeted by the 
ffioscLi 
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7. — Conectioats io Acootuits. 

585. (o) If an item in the accounta viich properly belongs to a revenue 
or expenditure head is "WTonglv classified under another revenue or expenditure 
head, the error may he corrected at any time before the accounts of the year 
are closed, but, after the accounts are closed, no correction is admissible except 
in cases falling under paragraph .365. 

1. Enrols in suspense accoxmt^ are goverced by tte rule in v!a’^Fe {b), 

2. If aa error be detected after snbmiftsion to audit of tbe Bivisjonai Oflcer’a BupjiSe- 
mcntary Account of the year, it should nereirtbeleBa be reported to the Accountant Gesieral for 
instructions unless the amount be not more than ten rupees. 

(6) All errors affecting debt (inclnding suspense) and remittance heads 
must be corrected, however old they may be. 

(c) When a correction is permissible, it should be made by a formal 
transfer entry ; but when it is not permissible, it is sufficient to make a suitable 
note of it in the accoimt concerned. 

586* All corxectibns in accounts which may be advised by the Accountant 
Greneral on auditing the documents, should, after verification, be carried out 
in all relevant records, the entries being made in red ink (quoting the audit 
note or other advice) and attested by the dated initials of the Divisional Ac- 
coimtant. 

1. The Bavisicnsl Accountant is responsible thet all corrections advised by the Accountant 
General are speciallj brought to the notice of the Divisional Oflfrcer. 

TL~Pro Forma Accoimts. 

587. When the details of any class of transactions, as recorded in the pre- 
scribed accounts, are not sufficiently indicative of the financial results of the 
operations of a given period, and it is necessary to ascertain the results, it is 
usual to prepare periodically suitable proforma accounts in addition. 

~i. If the maintenance of such supplementary accounts is necessai^ for audit purposes, and 
no form has been prescribed by the Auditor Gmeral, the Accountant General *will detemme the 
required forms in consultation with the local Government, but if the acoounta are required for 
admhaistrativc purposes, the Accountant Oenwal will merely give saefc advice or aasistaDOe 
in prescribiBg fhe loims as may be vequired of him. 

2. Xf a pro form<^ aoooont relates to transactions of two or more divisions, the compilation of 
it wOl ordis«riIy derobre upon the Aeecmntent Genecal, but Divisional Of^eers may be required 
to loiiush the necessary data. A pro account relating to a single division is p3^ared by 
the Diviaional OfScer and if it is an aoeoimt prescribed by an admmietrative authority, it will 
be cheeked, if desired, by the Accountant Gmersl. 

588. If for the purposes of any pro fomd accoimt which the Accountant 
General is required to prepare or check, it is necessary to detennine ihe charges 
incurred on a patticulaT work or service, or a group of works or services, the 
expenditure thereon should be booked separately in. the general accounts, 
even though, under rule, it may not be oustomaxy to estimate or account for 
such expenditure separately. See also paragraph 93 (d). 

SS9. The profnrmd accounts showing the results of the working of irrigation, 
navigation, embankment, and drainage projects, productive as well as unpro- 
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diictive, for wMcli capital or revenue accounts are kept, are prepared annually 
by the Accountant General in accordance with the rules prescribed in the 
Account Code. These accounts are known as the Administrative Accounts of 
Imgation, Navigation, Embankment and Drainage Works. 

1. For rules relating to /orniii accounts of irrigations water-courses, see paxacraph 5 of 
Appendix 6. » r ^ r 

590. For workshops, manufactories and similar jz/usi-commercial under- 
takings, it is usual to prepare pro forma accounts periodically, vide paragraphs 
389 (di) and 439, 

691. In respect of buildings in charge of the Public Works Department, 
which are available for occupation as residences, capital and revenue accounts 
;^e prej^red annually by the Accountant Genersd, for each circle of superinten- 
dence, in accordance with the rules prescribed in the Account Code and 
any further orders that the local Government may have issued. For this 
purpose, Divisional Officers should furnish the Accountant General with the 
necessary data, in respect of such buildings of their divisions as may have 
to be induded in the circle accounts, in forms which will be prescribed by the 
Accountant General.- 

1. On cluing the aoconnt of a work involving expenditure on the construction, acquisi- 
^n, or equipment of a building intended to be used as a residence, or expenditure on additions 
or axteratiims to an existing residential building, the Divisional Accountant should see — 

{*) ^ building, it is entered in the Hegistesr of Rente of Buildings and Lands, 

(ii) that steps axe taken to obtain the orders of competent authority to assess, or revise, the 
rental, as the case may be, 

(Hi) that the correct capital cost of the building is noted for entry in the next set of capital 
^d revenue accounts, the note being mad© in the raster of buildings referred to 
in paragrapfa 318 of the Public Worlw Department Code. 

^ Rnte 1 applies also to expenditure on the provision of furniture, or on water-supply and 
isaiHtasy, heeUng, eieotrio, or other installations in connection with residential buildings. 

^3. If a bulging is actfualty occupied prior to closing the accounts of expenditure on its cen- 
aequisiiioa or equipment, rant is nevertheless chargeable from the date of occupancy, 
and snouIOf therefore, b© fixed provisionally with the sanction of competent authority, 

5^ The diviaxoiial .A npi ia l Acoomat of Cemetery Endowments, Form 90, 
prescribed in pa^ragraph 16 of Appendix 5, should be sabmitted. to the 
Accountant General within a week of the despatch of the Supplementary 
Account/ to enable that officer to prepare the* consolidated account 
whole province. 


B.— CHEQUE BOOKS AND RECEIPT BOOKS. 

598. (a) A Register of Cheque (and Receipt) Books should be maintained 
in Form 62, separate pages being reserved for cheque books and receipt 
books, 

(6) Whenever on examining a Cash Book it is noticed that a cheque book 
or receipt book has been brought into use for the first time, the Divisional 
Accountant should enter it at once in the register as a new item. At the same 
tame the date on which the corresponding book previously in use was completely 
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written up should he ascertained from the cash book and noted in column 4 
of the register against the original entry relating to that book, 

(c) The submission of the counterfoils of used cheque and receipt books 
for record in the divisional office UUlf paragraph 170) should be 
watched through this register, and as soon as the counterfoils are received 
they should be examined, and it should be seen iu particular {/) that all items 
for which receipts w’ere issued were duly brouglit to account in the cash book, 
and (ii) that the writings do not indiefite aiiv irregularity or disregard of rules 
requiring action on the part of the Divisional Officer. 

694. Treasury Officers have iubtructions to furnish the Divisional Officer 
quarterly with a statement of cheque books and receix>t books supplied by them 
to all disbursing officers of the division on their requisitions- This sta^.-ment 
should on receipt be compared with the Register of Cheque (and Receipt) 
Books to see that books are not obtained hr disbursing officers unnecessarily 
in advance, or in excess, of requirements, and the numbers of the books sii])plied 
but not brought into use should be entered in the register, the dates of £ux)ply 
being noted in red ink below thf* curries in column 1. 

595. The Register of Cheque (and Receipt) Books should })c reviewed 
periodically and enquiries should be made of the disbursing officer concerned 
if there is any unusual delay on his part in bringing a book into use. Even if 
the cause of the delay he knowm, it will be found advisable to obtain an 
assurance from the disbursing officer that the book is in his personal custody 
and contains the full number of forms intact. 


F.— inSCELLANEOUS IL^TTERS. 

596. When a Divisional Accountant is about to he relieved of his duties in 
divisional office, either permanently or temporarily, he should prepare a 
memorandum reviewing the accounts of the Division. The state of the fftook 
and other suspense accounts and of outstandings in the accounts of wotfeB^ 
should be reviewed in particular. All important liabilities, as also recoveries 
to be made from the staff or from contractors and others which should receive 
special attention, should be mentioned. Any arrears or defects in the working 
of the divisional office or subordinate offices rendering accounts to it should 
be specified, with a statement of the remedies applied or contemplated. Other 
points requiring the special attention of the relieving accountant, whether 
in regard to the initial or compiled accounts or to Objection Statements and 
Audit Notes received from the Audit office, should also be set forth in detail. 

The memorandum should be in a tabular form with columns for (1) remarks 
by the relieving accountant, (2) renoarks by the Divisional Officer, and (3) 
orders of the Accountant General. The relieving accountant should examine 
it when taking over charge and promptly forward it, with his remarks, to the 
Accountant General tlirough the Divisional Officer, who will record such 
obs^stions as he may consider necessary. 

G 
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597. "When, in consequence of the reconstitution of executive charges or of 
any other aiiangements, the accounts of two or more divisional offices are to be 
amalgamated, or those of any office are either to be broken up into parts or 
closed, the Divisional Officers concerned should apply 
Accountant General for the instruc- 
{»»■) Appropriations and tions to be observed, in regard to accounts, in giving' 

arrangements. On all such occasions, 
^ivf^tock ^”other sns- necessary transfer between offices, of unsettled 
pense accounts, i accounts (for examples, see margin), of liabilities 

W brought to account, of quantity accounts 

balMces,^ of tools and plant and road metal,* and of relevant 

(w) TJniealisea and account and establishment records (including im- 
seen- of receipt books), should 

lities. receive the special attention of all concerned. 

698. Before the accounts records of the divisional office or any subordinate 
office are decoyed on their becoming time-expired imder any rules laid down 
by the local Government for preservation of records, the Divisional Officer 
should obtain the approval of the Accountant General, vide paragraph 169 
of the Public Works Department Code. 
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APPENDIX 1. 

fSes Chiip. paragrapli 2*) 


Ibctract from the Auditor Oeneral^s Btiles framed by the Secretary of State ia 
Cotmcil tmder section 96-D(l) of the Government of India Act 

1. la these rules — 

(a) ** Account includes accounts of stores and stock, aa well as accounts of money tran- 

sactions ; 

(b) “ Audit Officer ” means any oiheor of the Indian Audit Deiiartment who exercise* 

audit f^cticniB ; 

(/) '^Principal Auditor means *♦**, in. the case of t3i.e In Jian Audit Department 
efvejy head of an office of accounts and audit who ia immediately subordinate to 
the Auditor General ; 

S. Subject to any general or special orders of the Secretary of State in Council, the Auditor 
General shall be — 

(t) the final audit authority in India, and 

(n) responsible for the efficiency of the audit of ecqpenditure in India frma the reFenuei 
of India. 

9. The Anditor General shall have authority-^ 

(m) subject tp any orders of the Secretary of State in Couneil preeoiibing the nature and 
extent of the audit to be applied to specified classes of expenditure, to frame rules 
in all matters pertmxung to audit, particularly in respect of the method and 
extent of audit and the raising and pursuance of objections ; 

10, {a) The Auditor General, without prejudice to his other audit functions, is responsible 
that audit ia conducted with reference to the following canons, namely \ — 

(1) public officer should exercise the same Ti^taaoe in respect of expendittire 
incumd from Government revenues as a peroon of onUnaiy prndskxco would exeroioe 
in rec^peot of the expenditure of his own money, 

(2) Money borrowed on the security of allocated revenues should be expended on those 

objects ozdy which, as provided by rules xnade under the Act, money may be so 
bomwed. 

If the m<Miey is utilised cm woriks which are not productive, arrangemcaits should be 
made for the amortizatioa of the debt. 

(3) No authority should exercise its powers of sanctioning ecependiture to pass an order 

which will be directly or indireotly to ite own advantageu 

(4) GoTemmont zovennee should not be utilised for the benefit of a paxtiodlar person of 

section of the community unless — 

{*) the amount of expmditute involved is inmgnlfioant, or 
(n) a claim for the amount could be enforced in a oomt of law, or 
(m) the expenditore is in pursuance of a reooguised policy or onatonu 

(5) No authority should sanction any expenditure which is likely to involve at a later date 

expenditure beyond its own powefrs of sanotioa. 
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(6) The Auditor General or any principal auditor should bring to the notice of the 
Governor-Generai in Council or the local Government, as the case may be, any breach of one 
of these canons. 

12. The Auditor General ^hall, if so xefiuired by the Goremor-General in Council — 

arrange for the andit of the accounts of the receipts of revenue of any Government 
department, the accounts of any public or ^^/osz-public body, or any other accounts 
although they may not relate directly to the receipt and expenditure of Govern- 
ment i:ione\ ; an«i 

arrange for the audit of stores or stock in the posses-sion of an officer or a department 
of Government, and for the audit of grant- ut land and alienations of land revenue. 

13. If the Auditor General considers it desirable tliat the whole or any part of the audit 
applied to Government accounts, or to anj’ other accounts which he is rerpiired to audit under 
Rule 12 shall be conducted in the offices in which these accounts originate, he may require that 
these accounts together with all books, papers and writings having relation thereto, shall at 
all convenient times be made available in thos-e offices for inspection by his audit officers, 

15. (a) The Auditor Ci’cneral shall, on fcuch dates as he may prescribe, obtain from each 
principal auditor, and from any officers of the Indian Audit Department to whom he may 
entrnst this duty, Audit and Appropriation Reports reviewing the results of the audit conduct^ 
by and under such officer during the past official year. Any officer of Government may be 
called upon to provide any information necessary for the preparation of these reports, which 
shall be In such form and shall deal with such matters as the Auditor General may prescribe. 
On receipt of these reports the Auditor General shall transmit them to the Governor-General 
in Council or to tlie Finance Department of the local Government concerned with such comments 
as he may tlihak tit. 

(5) The Auditor General thall forward to the Secretary of State through the Governor- 
General in Council the several reports dealing with the total expenditure in India in each year 
with his detailed comments on each rejwrt and may also offer such further comments of a 
general nature as he may think tit. 

17. The Auditor General >hall have ptower to require that any books, papers or writings 
rdating to the accounts audited by any audit department in India shall be sent for inspection 
by him or by any other officer of the Indian Audit Department : provided that — 

(it) if the documents are confidential, the officer to wdiom they are made over shall bo 
responsible for preventing disc-losure of their contents. 

18. The Auditor General shall compile the Finance and Revenue Accounts of India in such 
from as may from time to time be prescribed by the Secretary of State in Council and shall 
eeiad them to the GovernOT-Genearal in Council for transmission to the Secretary of State in 
Oormoil. He may call upon any Government officer to furnish any information in such form 
as may be requlrid for the completion of these accounts. 

22. The Auditor Genaral shaQ have power to determine the form in which officers rendering 
accounta to the Indian Audit Department shall render such accounts and in which the initiS 
accounts, from which the accounts so raideopod are couxiuled or on which they are hased^ shall 
be maintainerl. 
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APPEXDIX 2, 

(See Chap, IV, paiagiapli 4.) 


Boles regnlating Personal lllatters aSectiiig Divisional Accountants. 

Accountants attachefl to divisional offices are mtmimrs of the eRtaWjshiaeat of Divisional 
Acconntaiats for the province. Thw estaihlirilitiiejit is nn^ler the control of the Acconntimt 
General and the sanctioned oiulrc provides usually for a trained accountant for each divif^ion 
or other independent executive* chnrse, for certain anpn:nt:r.en:s in the Audit oltiec. mi for 
the usual reserves for leave and froinmc purpose'^. See aho para^aph of tlit ^/ode. 

Tne O’ ih', f 1> C'' \n^«. i- rccrilTed hy the Ax- 'uii* n G'lev.i 

by selection from the following sources : — 

(1) Clerks mploye?! in divii^ional and aubdivisional olhc«ss of the Public Works Depart- 

njcnt, v’ho are recommended by the authontiets of that department aus suitable 
candidates. 

(2) Clerks emxdoycd in the Audit oHice. 

(3) Graduates of Indian Unircr'fiticjs and other pei.-'-.r.-' v h on ac' fruUL of superior u’jd 

special /qualifications may be considelefl Miituhle for /breft ii](| viittinenr. 

The esaminationa if any which these various elti>ses huve to are piei^*^rihc<i in Appendirc 3. 
Clerks in clasbcs (1) and l2i have to q/ass the jireacribed exaiuinatiou prior to selminn. After 
selection they are penuitted to retain lien on their i.ubiitaTitive ai»pointnientj# tmtil they are 
oonfiimed on the permanent establishment of Divisional Accountants. See also paTograpii 11. 

3. BecruitmeEit from source (1) and (2) is subject to the condition that the agse of the clerk 
selected does not e.xccod 30 ycara at the time of his first appointment otherwise than in a kave 
vacancy, but the Accountant General may relax this rule in exceptional cases. 

1. Thii> n ^ioii i' iDaX/plifuMv' to aj/jJoiutmfBti* wKcu mit} U' WiKit* U fere Airii 2&24, 

4. Direct api>ointnicnt3 from soxtrr-e (3) shall, as a general rule, be limited to one-third of 
the total number of vacancies in the combined establishment of permanent and temporary 
Divisional Accountants; the distribution of the temaining vacancies between the other two 
sources being made at the discretion of the Accountant General 

5. AB app<^tmeftts are made on the express condition that Divisional Accountants aie 
liable for service anywhere within the jurisdiction of the Accountant General, intluding the 
Audit office. 

6. Every person appointed to the establishment of Divisional Accountants will be treated 
as on probation and assigned a position at the bottom of the cadre ; thtw, if there are any 
temporary appointments in the sanctioned cadre, his position will be that of the most junior 
man on the tempormry establishment. 

Exception . — Femons appointfd direct from source (3) eliciiJd 1 1 - j Jaced ou tlic lermancnt CEtaHii-hirrr.t cc 
probation at the oarlic-t opportimitv. Wbenever, however, a Icr^riU who was apx*<>hifed origtoally to the 
temporary e^tablwiiment ol Divisional Accotuit;»iit#t ut a prior date, is promoted to ti» jvrmunmt estahlbluxteDt , 
he will pass above all ineisons appointed at a later date from source (3) to tla? penua&eat eatabliphmcfflt. 

7. A Ds vi^onal Accountant on probation may be confirmed in the permanent or the temporary 
eetablisfammt, as the ease may be, when all the eonditionfi specified below are fulfilled 

(a) That he has at his credit — 

(i) 18 months’ experience in the accounts wmrk of divisional or subdivisional 
offic'es; 

(n) 6 months’ experience in the Works Audit Department of the Audit office ; 

(«'*) 12 months’ Continuous service on probation as Divisional Accountant. 

2TOTB. — Accoimtant Geueral may, tf-r npecial rea,«0B«, relax any of tbr?/- cODditiop?. 

(l^) That h? liae passed the Divisional Test prescribed in paragraph 9. 

(c) That the Accountant General is satisfied that the probationer is competent to hold 
independent charge of the accounts of a division, and oonsid^ him (from repo^ 
received from the Executive officers) fit to hold the position of the senior 
member of the office establishment of a divi*iioniii office. 

The period of probation should ordmorily not extend beyond two years in the case of recrolts 
from sources (1) and (2) and beyond thr^ years in the case of those from source (3). Failure 
to fulfil conditions (&) and (c) within this period, will entail removal from the establishiuent 
of Divisional Accountants; but the Actaountont General may, at his discretion, extend the 
period by not more than one year. 
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Ae-tj:u*tuiit on prolvition should, in spite of his previous exp^ence 
(if pn:v ‘ n' Vi a^r Dinl< be civcn a re^uLir cci^irse of practical training, for such period as 

raav 'ho ron^'idercd no-c^saty ia eacli case. During this period he should be attached as an 
additions’ ac count aut to one or more dirisional offices and to the Works Audit Departmeat of 
the Aiiilit office and, except the sanction of the Accountant General, his whole iime 
shouU lit occupied in ItfAniing the processes of compilation and audit of divisional and sub** 
divisional accounts aiii the rules and orders beating on the subject. Whilst under training he 
ahould be rerjuiieii to kcej^ a diorr of the work done aud of the progress made by him and to 
•submit it mont.hiy for tlic information of the Deputy Accountant General who will be generally 
responsible for tne proper training of probationers. 

1 . T3i - id rJJ-t rijl' may also U- ii'l;,xcd m ^Lc* foliowing cases ; — 

( if f CAdr** of Bh!->loii il AcrountnijlH includes no provision fora training reserve, or 

< h) iff at any time, th» nnmU r of proPi'tlonart aoconntants still under training exceeds the provision in 
* th-t cadro for the re^en t , 

9. A departmental examination in divisional accounts should be held twice a year by the 
Accountant General. This examination should be in two parts : written and vivtr voce. The 
former should be a severe ijractical test of the candidate’s knowledge of the rules and processes 
connected with (1) the preparation and examination of initial accounts, stock and tools, and 
plant returns, contractors’ bills and other bills and vouchers and (2) the classification and 
compilation of divisional accounts. The rwa race part of the examination is intended to show 
whether the probationer can promptly give appropriate advice to the executive officers of the 
Publio Works Department when consulted by the latter in matters concerning the accounts 
and the finaueisl amngements of divisional and subdivisional offices. The examination should 
be conducted under the supervision of a Divisimxal Officer or of a gazetted officer of the Audit 
office. The candidate should not be aBowed accees to any books ; and to pass the examination 
be must obtain not less than 66% marks in either part. 

1. Tn onlur tn fix a oTanijioii .-.tHialJinl tlir candidate’s answers to the vird voee paper should he taken down 
hy tlic CJfBfrr candnt'lln i! t r'Xiiinlii.itJf i; and the answer papers of all candidates of hoth the jMirfcs of the exami- 
nation sho;iJkl he m-irkf d l y one j*n<l Iho ^^anle ofBct r of the Audit Pejiartment. 

10. Besides Divisional Accountants on probation, men of the following classes who have 
passed the public admission examination prcv^cribed in Appendix Z may be permitted by 
the Accountant General to sit for the departmental examination reffirred to in paragraph 9 : — 

(t) officiating Divisional Accountants ; 

(ii) clerks, serving either in the Audit office or in divisional or snbdivisional offices 
who have b^ employed for at least two years on accounts duties in divisional 
and subdivisional offices ; 

(i«) other clerks of the Audit office who have been employed for at least two years 
on audit and accounts duties in the Works Audit Department and whose (Quali- 
fications are so superior that the required experience of divisional and subdivisional 
aocouats may, in the opinion of the Accountant General, be dispensed witla 
This pemiseaon should, howevw, be granted sparingly and with discretion. 

11. The passing of the Divisional Test does zmt entitle the candidate to claim on appoint- 
ment to the cadre of THvistonal Aocountants. In the case of olerka of divmional and subdivi* 
lional offices, however, the passing of the Divkaonal Test will oonsidbred a special qualiffi- 
cation. All appointments to the cadre of Divisional Accountants are made by seieotaon (vide 
paragraph 2), but the relative seniority for appointment to this cadre, of clefts of divraoonal 
and subdivisional offic-es who have passed the examination, should ordinarily be determboed by 
the date of passing. 

12. Divisional Accountants are home on a time-scale of pay Bs. 80 — 10 — ^250 — — ^270. 
A Divisional Accountant placed in charge of the accounts of a divisional office will draw a duty 
idlowanoe of Rs. 20 a month which will be reduced to Rs. 10 on his attaining to Rs. 140 on the, 
tiine-scale and will be extingi^hed altogether when the Rs. 150 stage is 

13. The grant of a nnu al increments on the time-scale of pay rests with the Accountant 
General. It may be assumed that he has sanctioned an increment unless an order withholding 
the increment bos been received. 

14- Members of the Divisional Accountants’ ^tablishment are eligible for promotion to the 
Subordinate Account Service of the Audit office under the rules given in the Audit Code. To 
assist them in auali^ing themselves for the examination for promotion prescribed therein, 
a limited number of them will, from time to time^ be attached to the Audit office. 

16. To enable tia© Accountant General to maintain the Confidential Register of Divisional 
Accountants in his office, each Divisional Officer will forward to bim a confidential report on 
the work and conduct of hb Divisional Accountant — 

(1) on the 1st of April each year, and 

(2) when himself vacating the charge of the Division. 

A s^^MUcate rm>oit should be written on each Divisional Aooountant who served under the 
Bivimonal OflSoer sinoe the submission of tbe last report. The report should be written in the 
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BiTisiozia] Officers own handwritinc and sliotiid be forwarded by him conSdcntiaUy to the 
Accotmtant ^neral by name, no copy being kept in the divisional office. Any point in wlncbo be 
Acco^tant is specially good should be mentioned spociticaHy* as aJso any defects of character 
or other shortcomings. It should be mentioned specially if the Accountant is reliable in all 
respects, can manage the staff well and exerch-es healthy infiuenee over his subordinate. 


r nef*e«<sarv that wheii thr pjvlairral Offi corjirr<tjf? rn Ihr vnrV r r /onchKl 

Accowntanr, lie sh9uld tf'llljiin <«o : tint ft r.rr-f s^!}r^ . onllnMlIy. at irOirf t er oth»'Ti!v7iT't: 
nit-Koi Arcoiintaiit i * -n ic^n njuile ar^^uainted with the o] Ininn oJ tlj- 

?iriT? V 0®<‘eran<i told that he mnst endenvourto effect an ‘:jt'TC' f Orly thocpdrferf PJjFrd he paJiifF-d 
?« remedied and preat attenMon should i to tiu' Tijauuir nnd n-Hhcd cl ecn.njvniialku 

ha\inc wcard tothe tMTiHraunit of tl:e r.r.t, adtiri chon find thF -wanilnp 

*n ^h CotM ItFUPfielnltc him 1+ i= inq ortaut t -a.t i hoeffr-i 1 1 f tl.r .-idmouitlrn •should t e moptlcued 


16, Transfers of Divisional Accountants from one office to another ore ordered bv the Ac- 
countant General. 


* The Aecountant ^ncr.il will, as far a« to ueet the nitihes nl SuTfriiitendlnj ^ i-;ii >7 

m iregard to the removal of Divtefonal Aeroimt5nt« fr^m divi'.ir-uj^ in theirpireJen. hnt he if net receired tn n\ trSn 
t neSr coneurrence to PuehtraiiiafeTf! 

17, The rule in paragraph 125 of the Public Works Department Code regarding examination^ 
in the Temacular applies also to Divisional Accountantis 

18. The following rules of the Audit Code, are reproduced for the cienerel information of 
Divisional Accountants ; — 


68. The grant of leave to all pei-sons on the establishment lies with the Accountant 
General. In ca^^es of illne?«. medical certificates should ordinarily be accepted 
only from recognised medical attendants according to the leave procedure roles 
applicable to establishments under the control of the Government of India. * 


74. Government servants of and below the rank of Senior Accountant, and Divisional 
Accountants, are not at liberty to take up the audit of aooounts or other similar 
private work otherwise than under the rules framed by the Government of India 
under Kule 47 of the FuRdamental Eufes and aubj<^> to the foBowmig condt- 
tions: — 

(1) The Government servant concerned must obtain the previous permission of the 

head of his office to undertake the particular work, 

(2) The work shall not be done during office hours or at any other time when 

his services may be required, and no work shall be undertaken which is 
ooxmected with his work as a servant of Government. 

(8) He shall not in the audit reports or other documents relating to the work sign 
his name as in any way belonging to the serxice of Governments 

(4) No Government servant shall be allowed to receive as remuneration for such 

work in the course of any official year fees in excess of one-third of his pay 
for that year, nor shall he receive for any single piece of work a fee exc^- 
ing Ks. 300. 

(5) Permission shall not be given to audit the accounts of a Bank or pubffo con^wy 

of a commercial kindL 

^6) No Government servant shall be allowed to tzudartake for remuneration the work 
of maintaining or supervising the accounts of an institation without the 
previous sanction of the Auditor General, which will ordinarily not be 
given. 

76. “The Government Servants* Conduct Rales” * * ♦are applicable to ^ 

members of the establishment. Cbpies of the Tales should be kept available 
for general reference in each office. 

93. Every * ♦ # * Accountant shoultl h? buppljeil With a copy <>f ft hie 

Code and of general books of reference, c.g., the Civil Service Regolations, the 
Pnndamendal Rules, the Account Code, the Civil Account Code, the Public Works 
Department Code and the Public Works Acccount Code (with the Book of Forma ) 
*♦*♦♦♦ Books so 
supplied will be treated as personal copies and may be carried away by Jan 
officer on his transfer to another office. Corrections issued from time to time 
will be supplied by the Accoxmfcant General, but the officers concerned will be 
personally responsible for the proper maintenance of the books. 


t /.e.,tbe Audit Code, 
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(Referred to m Appendix 2.) 


Soles for the Public Examination qualifying for admission to the Establish^ 
ment of Divisional Accountants. 

[N.B. — ^For purposes of paragraphs 4, 8, 9, and 11 below, the expression “Accountant 
General ” includes “ Deputy Accountant General, Central ‘RcTenues, Delhi.”] 

1. No one will be eligible for admission to the establishment of Divisional Accountants until 
he pasees an examination in the foiloimg subjects, held under the orders of the Auditor 
General : — 


Subji-et-. 

Full Marks. 

Minimum pass- 
ing marks. 

WritSttg/'ne^tnoM,cleamessi and rapidity^ ...... 

100 

50 

Dict ation (impelling, pun, nufttloa, etc, > 

100 

50 

E-8iiy Writing ... 

100 

50 

Arithmetic (tJic whole) . 

240 

160 

Ehmentarj' Geom ■♦ry 

50 

2 r» 

Menauration (t bt* whole) . ....... 

60 

30 

BoDk-IccepIng(ra<’rfiintiIe) 

100 

50 


A candidate must also obtain 500 marks in the aggregate, i.e., two-thirds of the total 
marks, in order to pass the examination. 

1. Formerly thlfi I'xamhiatioa WEH conducted by the Thomason Civil Encineering College, Eoorkf e. the 
Bengal Engineerine C'oIIegr, Slbpnr, the Colh-pre of Science, Poona, and the College of Engineeiing, iladras, 
Xow tt is eonductea by a, single examining body, riz., the l^ngal Engineering College, Sibpur. 

2. The following are exceptions to this rule : — 

(a) Piersons who have passed the Senior Examination in Book-keeping of the London 
Cfhamber of CJommerce and the Advance Stage Test of the Boyal Society of Arts 
and who hold a certificate of having passed the Matriculation Examination of 
an Indian Univemity or any other examination of a similar standard of general 
education, are eligible for appointment as Divisional Accountants without further 
examination. 


(b) Persons who have pas-sed in both the examinations n-med in the margin, and have 

obtained a minimum of 50 
per cent, of full marks in each 
of the three subjects named 
below and two-thirds of the* 
agererate marks for the three 
si-bjccts, arc eliiiible for ap- 
pointment to the Divisional 
Acce untants’ Service without 
further examination : — 


(1} fhti 0«uin»'r''iril fdjdoii^a Exaiiiiiiation of the 
Allaliabad r-r :mr Mmilar ex,iniina- 

tlon htdd by nny other Indien rTiiv»*r4ty trlnch 
Ifj dej'I‘irt*d bv tli»* Pnivcrdtyauthoritlcr-'confpr- 
ned to Uj of rtamc ^timdard. 

(i) The Matriculation or tiu* Sd^hool Lj-nvincr Certifi- 
cate Jkxaiulniiti' in»l tie Allukibud ruiv^r^itv, 
ox aoy otlier Uidvereitv KxaTi!iD,itiozi which is 
dcclah^ by the Ezil varsity inithcritlcs conccntcd 
to be of the same standiiid as the Matriculation 
llxuniiuatlon of the Allahabad Univeri'ity. 


1. Book-keeping and Accountancy of the Commercial Diploma Examination, 

or examination in Book-keeping of any other Indian University which 
the University authorities concerned declare to be of the same stan^lard 
as that of the Allahabad University. 

2. English — 

3h Mathematics — tif the Matriculation or other equivalent examination. 

(c) A graduate of m Indian University may be exempted by the Accountant General 
i f the Province from the examination except in Book-keeping if the latter ia 
satisfied that the candidate is an accurate and quick arithm tioian. 
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3. Kiis examination is held during the second whole week of January, at the Bengal College 
of Engineering, Sibpur, and at the ofSees of the Acconntante Oeneral, Madras, Bombay, Bihar 
and Orissa (Banchi), United Frovinces (Allahabad), Punjab (Lahore), Burma (Rangoon), and 
Central Provinces (Nagpur), the Comptroller, Assam (Shillong), and the Deputy Accountant 
General, Central Revenues, Delhi. 

4. Other centres of examination may be fixed by Accountants General, provided that the 
number of c^didates is sufficiently large and smtable'arrangements can be made for the conduct 
of the examination under the supervision of a gazetted officer. 

5. Only candidates whose age does not exceed 24 years on the first January of the year in 
which the exa m ination is held are eligible, but persons holding permanent pensionable appoint- 
ments in Government service may be permitted to undergo the examination up to the age of 
29 years. 

XoTF — Th‘ h’liir of ‘21 for i:; *iovenini»*33t into fnr*''' v ith frfoot from 

fie vear 

6. The candidate should apply to the Accountant General of his province, except in the 
case of Delhi where the application should be addressed to the Deputy Accountant General, 
Central Revenues, Delhi, not later than loth November preceding the date fixed for the examina- 
tion, stating the centre at which he wishes to be examined and endosing a fee of Es, 12 and 
the following certificates and a registration form : — 

(i) Certificate of good character signed by the candidate's immediate official superior, by 

the instructor under whom he has been educated, or by bome other superior under 
whom he may have been brought up or employed or to whom ho may be well 
known. This certificate must have special reference to the two years immediately 
preceding the date of the application. 

(ii) A duly verified statement of age, e.;/., a Baptismal Certificate, a Birth Ceitifijate, 

an Affidavit signed by the guardian or a relative of the candidate before a Magis- 
trate, or an attested extract from the service book if the candidate is already in 
Government employ. 

The application should be written by the candidate in his own handwriting, and the certi- 
ficates (which will not be returned) should be submitted in original. 

A graduate candidate for examination in Book-Keeping only under paragraph 2 (c) above 
will also be required to pay the full fee of Rs, 12. 

7. The Registration Form should set forth the following partieulats : — 

(1) Name of candidate (including Christian or personal names in full). 

(2) Father's name (in full). 

(3) Nationality or class (i.e., European, Anglo-Indian or Indian) of candidate ; and» 

if Indian, caste or tribe. 

(4) Date of birth. 

(5) Present address. 

(6) Examinations passed, 

(7) Signature of candidate, 

(8) Thumb mark of candidate, left hand, to be made in the presence of a well-known 

responsible person who knows the candidate. 

(9) Signature, designation and address of above mentioned witness (with date). 

XOTE.— A <Mnriitlate already in Oovernnimt service should, fu like nuuint-r, fitnVmIt iU» application tKr< ngb 
his oftitlul ^.uperior. 

. 8. Applications which do not satisfy the requirements of the foregoing rules should be re- 

jected without entering into fmther correspondence with the candidates. Other applications 
wiB be considered on their merits by the Accountant General whose decision as to whether or not 
the candidate should be allowed to appear for the examination will be final 

9. By the 1st December preceding the date fixed for the examination, the Accountant 
General should forward to the Priicipal of the Bengal Engineering College, Sibpur, for registra- 
tion a statement showing in respect of accepted candidates only, their names, dates of birth, 
addresses and the centres where they are to be examined. This statement should be sup- 
ported by the accepted candidates’ registration forms duly signed by the Accountant General 
in token of acceptance, which should hS carefully preserved by the PrincipaL 

10. Si nultaneoTialy each candidate should be informed whether or not his application ha) 
been accepted. 

11. Thp fees of accepted candidates should be deposited by the Accountant General at the^ 
local treasury to the credit of the Princdpal and those of reject candidates should be returned 
to them by postal money order at their cost. 
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12, As each examination is complete in itself, a candidate who has failed in an examination, 
and preaents liim-self for an examination on a sul>se(j[uent occasion, must imdergo the full ex- 
amination and fnmish a fresh fee fresh certificates and registration form. If from any 
< ftus? the candidate fails to a]>jr>ear for the examination the fee paid will not be refunded, nor 
wiH it be placed to his credit for any subsequent examination. 

13 Examination papers for registered candidates only will be sent by the Principal tx> the 
ofiioers conducting the cxaJJiination in time for the fixed dates, 

14. The examination will be hold at all the centres simultaneously imder the supervision of 
g<izetted oiScers on Uie dates and at the hours fixed by the Principal, which should be com- 
municated by the Principal direct to the registered address of each accepted candidate by 
registered post. 

15. The results of the examination will be declared by the Principal within three months 
after the examination and communicated direct to each examinee, showing only the marks 
gained by him in each subject and the order of standing in the case of successful candidates. 
A few printed copies of the complete results of successful candidates only, showing (1) order 
of merit, (2) name (in full), (3) fathers name, (4) date of birth, (6) examinations passed, (6) 
marks gain^ in each subject and in the aggregate, and (7) address, should be forward€5ito 
each Civil Accountant General to enable him to maintain lists of passed candidates. 

16. It must be distinctly understood that the passing of this examination does not give any 
claim to appointment as a Divisional Accountant, and that appHeations for appointment should 
not be adoi^eed to the Principal The passing of this examination is a necessary qualification, 
but the eatablishinent of Divisional Accountants is mainly recruited by selection from amongst 
qualified ckrka actually employed on accounts duties in the divisional and sub-divisional offices 
cf Pubbb Works Department or in CSrvil Audit offices. A small number of graduates of 
Indian Uefiversities and other persons of superior and special quaHfioations who may have passed 
this public examination, may, however, be appointed direct by the Accountant General, vide 
|>a;agraph 4 of Appendix 2. 

17. Them rules may at any time be amended or revised by the Auditor-General who re- 
serves to himself the power to grant exemptions from this public examination in very special 
oases. No general revision of the rules affecting the subjects of the examination or the neces- 
sary qualifications of candidates will be enforced until three years have elapsed sinoe the date 
of such revkioiii 
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APPENDIX 4. 

fSee Chap, HI, paragraph 87.) 

List of Major and Mmor Heads of Account of Public Worlcs Peceijpts and Dis- 
bursements. 

Note. — ^The numbers within brackets indicate references to the Explanatory Notes. 
Major Hea.ds. Mejoe Heads, 


REVENTJE. 

C. — ^Irrigation, Navigation, Embankment and Drainage Works. (1) 



Direct Beoeipts : — ^Water rates. (2) 

Owners’ rates. (3) 
Water-supply of Towns. (4) 
Sales of water. (6) 
Plantations. (6) 

Other canal produce. (7) 
Water-power. (8) 

Navigation. (9) 

Kents of buildings. (10) 
PineB. (11) 

Miscellaneous. (12) 

Refunds. 

Portion of Land Revenue due to WoikB. (13) 

Extensions and ImproveznentB. (14) 

Maintenance and BepafisL (14) 

EstabBshment^ (15) 

Tools and Plant. (16) 

Suspense. (18) 

Dedud — Recoveries on revenue account. (19) 
Decked— English Cost of Stores, (20) 

Loss or Gain by Exchange, (21) 

Expenditure in Engjand. (21) 


I Same as for A(l). — Productive Works. 
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Majob Heads, 


3Minob Heads, 


C.— taigatioi^ Navigation, Embankment and Drainage Works— 

Xin. — iBEiaATio::?, Na-vtlgation, 

EmBA2«KHENT and 
Dbainage WOBKS fob 

WHICH CAFTTAL AO- 
COT7NTS ABB HEFT — 
contd. 


B, Navigation, Embankment 
and Drainage Works, 
(23) 


(1) Productive : — 
Gross Beceipts 


* Direct Beceipts x — ^Navigation. (9) 

Sales of Water. (5) 
Plantations. (6) 

Bents of Buildings. (10) 
Miscellaneous, (12) 

Deduct — ^Refunds, 

Portion of Land Revenue due to Works. (13) 


Deduct — Working Ex- 
penses. 

Net Receipts 


Same as for A(l) above. 


• (2) Unproductive : — 

Gross Receipts 
Deduct — Working Ex- 
penses. 

Net Receipts or Pay- 
ments, 

NIV,*— Ibbigation, Navigation, 

EilBASKMENT AND 
Dbainage wobks fob 

WHItH NO CAPITAL AC- 
COUNTS ARE KEPT. 


> 


ame as for B(l) above. 


A. Irrigation Works : — 

(1) Works for wbioh only 
Revenue Accounts are 
kept. 


(2) Wor^ for widch neither 
capital nor revenue ac- 
counts are kept. 


Direct Receipts ; — Water rates. (2) 

Owners’ rates, (3) 

Water-supply of Towns, (4) 
Sales of Water. (5) 
r Plantations. (6) 

Other canal produce. (7) 
Water-power, (8) 

Navigation. (9) 

Rents of buildigs. (10) 

Pines. (11) 

Recoveries of expenditure, (19) 
Miscellaneous. (12) 

J Deduct — ^Refunds. 
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C. — ^Irrigation, Navigation, Embankment and Drainage Works — concld. 

XIV.--lBBiGATi02r, Navigation, 

Embajtkiiibnt and 
Drainage works por 

WHIG® NO CAPITAL AC- 
COUNTS ARB KEPT — 

ccmdd, 

B. Navigation, Embankment 
and Drainage Works. 

(23) 

(1) Works for which only 
Revenue Accounts are 
kept. 

(2) Works for which neither 

Capital nor Revenue 

accounts are kept. 


I Direct Receipts : — ^Navigation. (9) 

I Sales of Water, (o) 

I Plantations. (6) 

^ Rents of Buildings. (10) 

Recoveries of exp^iditure. (19) 
Miscellaneous. (12) 

I Dedue^BieiaDsds. 


H. — Kvil Works. 

XXX . — Civil Works Rents of buildings. (10) 

Rents of electric installations. 

Rents of water-supply and sanitary installations. 
Interest on Cemetery Endowments. 

Ferry receipts. 

ToPs on roa^. 

Recoveries of expenditure. (19) 

Miscellaneous. (22) 

Deduct — ^Refunds. 


J. — ^Misoellaneous* 

XXXIL— Transfers from 

Famine Insurance 
Fund. (24) 


EXPENDITDRE CHAEOED TO BEVENUB. 

* 

C. — ^Revenue Accoimt o! Irrigation, Navigation, Embanianent and 

Worics. (1) 

14.— Intekbst osr IsBiaAiioK Irrigation Woda. 

WOBKS roB WHICH oAMTAL Navigation, Embankment and Drsdnag© Worlra. 

AOCOinm ABB KBST. 

(26) 
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Majob Heads, 


SfetnsroR Heads, 


C.— Bevenue Account of Irrigation, Navigation, Embankment and Drainage 

VTovlss—co/icld. 


15 . — OasEB EEVEiorE Espendi- 
TDBB EtSA^TCED EEOM OE- 
DIKABT HEVENDES — 

A. Lcrigebtioii Works : — 


(1) Works fop which only 
revenne accounts are 
kept. 


Works. (14) 

Extensions and Improvements. (14) 
Maintenance and Eepaiis. (14) 
Establishment, (15) 

Tools and Plant. (16) 

Suspense. (18) 

Dedvct — E^lisb cost of Stores. (20) 
loss or Ofidn by Exchange. (21) 
Expenditoie in England. (21) 


(2) Works for which neither 
capital nor levenxie ac- 
coxmts axe kept. 


Same as for A(l) above. 


(3) Misoellaneoras Expendi- 
ture. 


B. Navigation, Embankment 
and l>tainage Works. 
(23) 


Establishment. (15) 

Tools and Plant. (1 6) 

Oiher charges. 

Suspense. (18) 

Deduct— English cost of Stores. (20) 
Loss or Gain by Exchange. (21) 
Expenditure in England. (21) 


(1) Works for which only 
revezme accounts are 
kept. 


As for A(l) above. 


(2) Works for which neither 
Capital nor Reveniie ac- 
counts are kept. 


As for A(l) above. 


(3) Misoellaneoras Expendi- 
ture. 

Deduct — ^Amount financed 

from Famine Insurance 
Grants. (24) 

Net Amount oharged to 
Ordinary Revenues. 


As for A(3) above. 


15 ( 1 ). CteKB Revenue Expen- Irrigation Works. 

DITUKB rorAN Ogp PBOM Navigation, Embankment and Drainage Works. 
Fajhhb Insubanoe ^ 

GEANm 
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Major Heads. 

Minor Heads. 


... ^ 


CO. — Capital Accoxmt oi Itrigation, Na7igaiioii» Embankment Drainage 
Works charged to Revenue. (1) 


16.— CONSTBUOnOK OF Ireiga* 
TiON, Navigation, Em- 

BANKMEOT AND DRAQTAGE 

Works. (24=) 

A. Ihaanced from Famine In- 
surance tirants. 


Irrigation Works. 

Navigation, Eml>anfcaient and Drainage Works. 


B. Financed from ordinary 
revenues. 

DediLct — Repayments of Capi- 
tal Expenditure Charged 
to Ordinary Revenues. 

Net Amount charged to 
Ordinary Revenues. 


Same as for A above. 
Same as for A above. 


Same as for A above. 


41,— Civil Works 


H. — Civil Works. 

Original Works (28) — Buildings (27) r — 

Customs. 

Taxes. 

Salt. 

Opium. 

Land Revenue. 

Excise. 

Stamps. 

Forest. 

Registration. 

General Administration. (28) 

Audit. 

Administration of Justice. (29) 

Jails and Convict Settlements. (30) 

Police. 

Ports and Pilotage. 

EcclesiastioaL (31) 

PoliticaL 

ScientiBo Departments. (32) 

Education other than ]&iropean and An^-Zndian 
Eduoatiott. (33) 

European and Anglo-lhdiaa Eduoation. (33) 
Medical (34) 

Publio health. 

Agriculture. (36) 

Industries. 

Aviation. (36) 

Currency. 

Mint. 

Civil Woria. (37) 

Stationery and Prinring. 

Misoellaneoiis Departnwts. (38, 

Original Woaks (26) — Commimioataon (88) 

Eep^ (26) (27) (40) 
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Major Heads, 


aimoR Heads. 


a — Civil Works — concld. 


41, — Cmi* Works — wncld. 


EBtabUshment. (15) 

Tools and Plant, (16) 

Grants-in-aid. (17) 

Suspense. (18) 

Deduct — English cost of Stores. (20) 
Expenditure in England. (21) 


J. — Miscellaneous, 


4'?. — Eashne Relief and In- 
surance. 

A. Panaine Relief. (41;. 


Salaries and Establihmonts. (42 \ 
Relief Woik^. (43) (44) * 


CAPITAL BXPENBITDEE NOT CHARGED TO REVENUE. 


CO. — Capital Account of Irrigation, Navigation, Embankment and Drainage 
Works not charged to Revenue. (1) 


— Construction of Irriga- 
tion, ^NAVIGATION, EM- 
BANKMENT AND ReAJNAGE 

Works. 


Irrigation Works : — 
(1) Productive . 


(2) Unproductive 


, Works. (14) 

Esiablishment . ( 15 ) 

Tools and Plant. (16) 

Suspense. (18) 

Deduct — ^Receipts and Recoveries on capital account# 
(19)- 

Deduct — English cost of Stores. (20) 

Loss or Gain by Exchange. (21) 

Expenditure in England. (21) 

* Same as for A(l) alwve. 


B. XavigatiOBj Embankment 
and Drainage Works. 

( 23 ) 

(1) Productive . . , Same as foi A(l) above. 

(2) Unproductive . . Same as for A{1) above. 


Deduct — (24) 

Amount financed fi*om 
Famine Insurance 
Grants, 

Amount financed from 
Ordinary Revenues. 
Add — ■Repayments of Capital 
Expenditure charged to 
Ordinary Revenues. (24) 
Amount not charged to 
Revenue. 
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DEBT HEADS, 

O. — ^Unfunded Debt. 

Savings Bank Deposits — Bank 1 CeDi ’tery Endowuicnt Funds, 

Accounts. | Otkor ]Viiseel}aiie‘'uis Pi ovidiuit Funds, (45 ; 

P. — Deposits and Advances. 

Deposits of Local Funds. ( 46) District Funds. 

^lunicipa] Funds. 

CantoniuenT Funrls. 

Other Funds. — ^Pori and ilarinp Funds, 

Civil Deposits . . . Public Works Deposits. 

Advances Repayable . . Civil Advances — 

Advances of tlie rubiic AVoiks Di. j rmnu m 
*Tui1v(!>\ 1 \\ o*’ivs A-Ci. vauce^,* 1**^ j 

Accounts with Foreign States Account Current with Indian States, (48) 
Departmental Accounts . Public Works Cash Balances. (40) 

Q. — Loans and Advances by the Caa^ral Provincial Gfov^maent 

Loans and Advances by the | Advances to Chiitivaiors. (50) 

Central Government. [ 

R. — Loans and Advances by Provincial Ctovemments. (51) 

Loans and Advances by Pro- | Advances to Cultivators. (50) 

VDSdAL Gk)VERimENTS. 1 

T. — Remittances. 

Cash remittances and adjust- Public Works Remittances. — (52) 

MENTS BETWEEN OFFICERS I. — ^Remittances into Treasuries. ,{S3) 

RENDERING ACCOUNTS TO THE II. — ^Public Works Cheques. (53) 

SAME Accountant General. III. — Other Remittances. (54) 

In each province there is one he^ for Central Reve- 
nues, and one for each of the nine Piovincia! Ac- 
countants General (Central Provinces, Burma, 
Assam, Bengal, Bihar and Orisysa, United Provincefi, 
Punjab, Madras and Bombay), 

Transfers- between Public Transfers between Public Works Oncers. (56) 
Works Offiobrs. 

Accounts current between 
Civil and Posts and Telb- 

GEAPHS. 


Accounts between Civil and 
Civil. (66) 


Local Ledger Heads. 


Central Ledger Heads. 
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Centbal Ledger Heads, Local Ledobk Heads. 


T.— Eemittances — conoid. 

Accounts cuhhent between • . . . 

CrvTL AND ^Marine. 

Accounts cubbent between In each province there is one head for each j^filitarj 
Civil and ]iIiLiTABA’, Account Ofiicer in India. (57 ) 

Accounts current bet^veen (5S) 

Civil and Railways. 


Explaxatoey Notes. 

(1) Por the classification of expenditure and revenue pert ai n ing to Irrigation^ Navigation, 
RmhahluneDt and Drauiage Works, under major heads and sections thereof, see Statement A 
appended. 

(2) Sale-proceeds of water for irrigation purposes only. 

(3) Rates imposed on owners of land in respect of the beiiefi.t which they derive feom irriga* 
tion. 

(4) Sale-proceeds of water supi)lied to towns for domestic purposes only. 

(6) Sale-proceseds of water supplied for purposes other than irrigation or town consumption. 

(6) Sale-proceeds of produce from regular canal plantations, 

(7) Sale-proceeds of produce (e.^., wood, grass, etc.) from canals or tanks other than from 
regular plantations. 

(8) Min rents and all charges made for water applied to turn machinery. 

(9) Transit dues, transport profits, tolls and hire of feriy boats, etc. 

(10) Bents of buildings owned or hired by Government, but not rents of electric, water 
supply or sanitaay installations therein. 

(11) pines for wastage of water and infringement of canal rules. 

(12) Includes receipts by sale of drift wood, rents of land, rents of electric, heating, water- 
supply, swiitaiy and other installations, supervision charges on sales of stock, value of stores 
found surplus, profits on stock due to revaluation, lapsed deposits, and fines (other than those 
for wastage of water and infringement of canal rides, vide 11 above) and confiscated deposits 
which do not represent compensation for damage to works in progress. 

Note. — WT ien a fine is imposed or deposit confiscated with the object of defraying expen- 
diture caused by the action of an individual or firm, as when a contractor is penalised for aban- 
donment of his contract owing to the fact that such abandonment has increased the cost of 
the work, the amount of the penalty may be taken in reduction of the expenditure. 

A separate minor head should be provided for receipts from $wuw-commerciaI workshops 
which are not to be t^en in reduction of expenditure under Rule 1 to paragraph 437. ThS 
head should bo subdivided according to the requirements of the pro formd accounts of the work- 
shops. 

Should the local Government deem any source of revenue, not specifically mentioned in 
the minor h^ proyid^ to be of sufficient importance to necessitate a separate account beinc 
kept of It, this can be done by opening a detailed head for the puipose under the minor h^ 
Misoellaneous. 

(13) lo^t receipts due to the works, such as enhancement of land revenue, interest on 
^ prooe^ of the sales of waste land, after deduction, where necessary, of the cost of CSvil 
Acmiinistiatiouu 

^ (W) The detailed classification of works expenditure is given in Statements B andC append- 
D detailed olassifioation of the minor head “ Establishment" is given in 
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Supplies (2) Repaiis and Carrirtse, and (3) Lump sum cliaraes 
creditable to other Governments, Departmente, etc. The first of these is further divided into 
Scientific mstmments and dravnng materials. Plant and machinery, Tools, Navhratdon 
Camp equipage, live stock, and Office fumitore. 

(17) Cash contnhutions to local bodies for the coDustruction and maintx^rance of works of 
the cla^s the expenditure on which, in the ease of Government works, would be classed either 
und^ Origmal Works (or Repairs)— Buildings— CivE Works ” or under ” Original Works 
(or Repairs) — Communications.” See also paragraph 458. 

(IB) The snb-heads are (1) Purchases, (2) Stock, (3) IkGscellaaeous P. W. Adi^ee, (4) 
London Stores and (5) Workshop Suspense. See also Chapter XII and paragraph 433, 

(19) See Statement E appended. 

(20) Subdivided into I — ^Par Value, and II — Lc^ or Crain by Exchange : see also para* 

graph 419. ^ 


(21) Subdivided into I — Stores, and II — ^Establishment ; see also 
and 1^. 


paragraphs 417 d seq 


(22) Inoludes rents of land; sales of produce; including wood, grsse, fruits, vegetables* 
etc., from compounds of buildings when such prepuce is GJovemment properfy; Snperviskni 
charges on s^es of stock ; value of stores found surplus ; profits on stock due to levaluafeion ; 
lapsed deposits ; and fines and confiscated depc^iis which do not represent compensation for 
damage to works in progress [ vide Note under (12)]. 

A separate minor head should be provided for receipts £rom ^fteo^^sonmiexeLal workshops,, 
which are not to be taken in reduction of expendituie under Rule 1 to paragraph 437. Hiis 
head should be subdivided according to the requirements of the pro formd accounts of the 
workshops- 

^ A sepamte detailed head should be provided for any impoiiant daas of znisoellaneous re*** 
oeipt, e.gr., collections tinder the Hi^waj Act (in Bombay) ; rents from Stnuad bank, maidj>in» 
etc., (in Bengal) ; arborieulture (in the IJnited Provinces). 

(23) The Section ‘‘Navigation, EEmbasnfcment and Rxamage Works’* is intended for the 
receipts and ch^es relatirg to waterways, navigable oanahi, embaiilcnients and oilier agri^ 
cultural and drainage works uzidertdkea pririiadly not for iirigi^n purposes but for the g^n^emt 
improvezztent of the country or for general admhiisirative purpoees. 

(24) Purely tiunsfer heads in which tib.e executive officers of the Depaiteent are not direotfy 
interested and whiffi are operated upon ly tlm Accountant G^eraL 

(25) Charges under this major head do not appear in the accounts of Divisional Officers. 

(26) (a) The term Origmal Works indicate new construction, whether of entirely new 
works or of additions and alterations to existing works, except as hereinafter provided ; also 
all repairs to newly purchased or previously abandoned buildings required for brining 
Into use. 

(6) When a portion of an existing structure or other work is to be replaced or remodelled# 
whetW or not the change involves any dismantlement, and the coat of the change represents 
a genuine increase in the permanent value of the propedy as an asset, the work of repmsesnent 
or remodelling, as the case may be, should be olas^ as “ oz^jboal vrodk^” east (idueii should 
be estimated if not known) of the portion replaced or remodelled being credited to the estiinste 
fox “ original work ” and delated to “ repaid” In all other cases, ^ wlwle cost of the new 
work should be charged to repairs. 

(c) The term “ Repairs ” indicates primarily operations undertaken to Tnaintain in proper 
condition buildings and works in oidmaiy use. It also indudes new works in otroumstancee 
indicated in clause (5) abova 

(d) In the case of buildiiigs, the capital value of any portion of a b u i kl i ug which is abaio-’ 
doned or dismantled without replacement should be writt^ off the total capital value of the 
buEding, in any pro f&rmd account of its cost, provided that no caloalaiaoos of interest (ffiaxges 
are basi^ on such account. 

(27) When a building is intended for two or more dapartmentB, aE Original Works and 
Repairs charges on it should be classified, unless ordered otherwise fciy the local OovemiDient, 
as pertahiing to the department for which fhe largest accommodation is required. 

Charges on a xesidenrial building should be booked under the minor hcfld. for the depart* 
ment for which it is intended even thou^ temporarily aikytoed to a Govermnent s^ant of 
another d^suktuent. Reeddenoes not lescarved for aaqy department fall under the minor head 
for CivE Woiks. ha the case of minor heads which are subdividfid, if a separate sub-head is 
not provided for lesidenoeB, the charges on residences fall under the sub-heod * If^oeBaneous.” 
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(28) Divided into — 

(A) Heads of Provinces (including Oovemor-General, Members of Executive Councils ana 

Ministers) which is subdivi<^d into (1) Viceregal Residences, (2) Residences for 

Heaxis of Provinces, (3) Residences for Members of the Executive Council, and (4) 

Residences for Ministers. 

(B) Legislative Bodies, subdivided into (1) Council of State, (2) Indian Legislative Assembly* 

(3) Provincial Legislative Councils, and (4) Residences. 

(C) Secretariat and Head-quarters establishments. (This includes buildings for Local 

Fund Audit establishments also.) 

(B) Commissioners and Ifetiict Officers. 

(29) Divided into High Courts (including Chief Courts and Judicial Commissioners’ OouAs) 
Small Cause Courts, Disfect Courts, and S^cellaneous. 

(30) Divided into Central Jails, District Jails, Lock-ups and Miscellaneous. 

(31) Divided into Churches, Burial grounds. Bishop's Palaces, and Miscellaneous. 

(32) Survey of India ; Botanical Survey ; Zoological Survey ; Hydro-electric Survey ; Geolo- 
gical Survey ; Exploration of Coal, Petroleum and ^dinerals ; Mines Department ; Axclueolo- 
gical Department; Board of Scientific Advice; Meteorological Department; Museums. A 
■separate head, further subdivided, if necessary, should be provided for each of these departments. 

(33) Divided into Dniv^ity; Secciu’ary ; Primary; Special; and Miscellaneous. 

(34) The divisions are Hospitals and Dispensaries ; Medical Colleges and Schools ; Lunatic 
Asylums ; Miscellaneous. 

(35) Divided into Agricultural; Veterinary; Miscellaneous. 

(36) Includes the cost of prodromes, air craft factories, preparation of landing grounds, 
etc., incurred in connection with Civil Aviation, as well as the cost of land aequired for such 
works. 

(37) For buildings of the Public Works Department (Civil Works Section), including resi- 
dences not reserved for any department. InMudes also, as a distinct detailed head, “ Losses 
on Stock”, which is meant for all general losses on stock which cannot be definitely attributed 
to any work, whether building or road, the accounts of which are open. 


(38) Includes all Civil Departments (other than the Irrigation Branch of the Publio Works 
Depa^ent and the Railway and Post and Telegraph Departments) not included in the list 
of minor and detailed heads under major head 41. 

(39) This minor head is meant for charges on roads, bridges, ferries, tunnels, ropeways, cause- 
ways, tramways, and other means of commumcation, together with buildings, wells, encamp- 
ing grounds, etc., for travelters, and mite-stones, fencing, arboriculture and other works connected 
with communieattens. It should he suitably subdivided according to local lequirem^ts. 

(40) This minor head should be suitably divided so as to record the expenditure on ReuaTs 

in the same detail as the charges on Or ginal Works Buildings, or Cominiinieations M the case 
may be. One of the detailed heads may be “ Losses on Stock”, if it is considered neceesarv^ 
to have one under “Repairs” in addition to that provided under “Original Works” lida 
Note (37). ’ 


rae lipaa “ Eemiis— Baildmgs •’ mc-lnaes also taxes paj-aUe bv Govemment, rents of 
hii^ residences, and comrensation for sittings in ebuicLea, and rents of buildings used for 
divine service* payable under the Ecclesiastical Rules. ^ 


(41) Public Works officers aie concerned only with the two minor beads T pen ti o Tipd here. 

(42) The following detailed heads should be opened : — 


L Pay and AKowances, Special Relief Officers. 
2, Establishments — 


{a) (ierks and other superior establishme: ts. 
{^) Inferior establishments. 


: .Travelling allowances. 
4. Contingencies, 
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with the contingent expenditure, shall be charged to the ordinary servioe head 
when he is merely an addition to an existing establishment which requires 
strengthening owing to famine work, but when he is detached altogether from 
own legnlaj duties and is employed exclusively on famine relief, and his place in 
the permanent establishment is filled up by fr^h appointment, his pay and allow- 
ances together with his contingent expenditure shall be charged to the h^ ‘‘ 43-A. — 
Tamine Relief’. 

lb) The pay and allowances of an establishment specially entertained for, and whoCy 
employed on, famine relief, shall together with its contingent expenditure be dehitod 
to the head “ 43-A, — Famine Relief.” 

^OTE. — In no case is the cost of Medical establishment chargeable to famine ib-lief. 

(c) In all cases falling under clauses (a) and (6), travelling allowances to and from the work 

and also while engaged on the work, as well as pay and allowances during transit, 
shall be debited to the head to which the pay of the official white actually employed 
on the work is debited. 

(d) The rules regulating the debit of the pay and allowances of Government servants in 

mditary employ proper deputed to famine duty are given in paragraph 4 (0 of State- 
ment D of this Appendix. 

t43) Divided into Communications j Irrigation VTorks; Other Works. 

(44) Wages of labour should be shown separately from the other expenditure. 

The following rules regulate the classification of expenditure of Public Works undertaken 
for purposes of famine relief: — 

(a) Public Works undertaken in consequence of the oocuirmce of famine, but not directly 
for the employment of famine-stricken people and not therefore treated as reM 
works, win be classified in the accounts as ordinaiy Public Works are dtessified, 
except that any expenditure in excess of normal rates incnired in consequence of 
the employment for relief puroosos of nnskilted and unprofitahte labour will be 
transferi^ to the head ^ 43.— -Famine Relief and Insurance.” 

(fc) Public Works expenditure which is undertaken directly for the icBef of famine and 
' is controlled and managed under the conditions appKcjabte to famine relief works 
be chaiged to 43. — Famine Relief and Insurance,” whether the work is or 

is not one which would, at some time or other, have to be undertaken irrespective 
of famine. If, however, the work on which the famine labour is employed is a 
revenue-producing work in respect of which a capital account is kept (whether 
within or without the Revenue Accounts of the Government), the value of the 
work done, reckoned at ordinary rates, wiU be charged to the ordinary head of 
account, and the excess only debited to ‘‘ 43.~ramiiie Relief and Insuianoe,” 

(45) Special Provident Funds instituted for non-pensionable employes. 

(46) Ordinarily for use only in the cases referred to in paragraphs 466 to 471. 

(47) For Tal'avi Works Advances see Chapter XV. 

(48) For use in respect of transactions with those Indian States only with which the Account- 
ant General has dealings. This head should not be operated upon without specia} authority, 

' Ordinarily, in the case of pa 3 rments due to an Indian State, instead of direct cash payments 
being made by disbursing officers of Government, the Audit Officer whose duty it is to audit 
such payments should, unless other speml arrangements have been made, request 
the Accountant General of the Government mth which the State is in political relation, tef make 
the payment (or give the credit) and debit it to him- 

(49) Cash balances of the Public Works Department fall under thte head in the general 
accoimts* 

(50) See paragraph 480 (b). 

(51) In use only in Govemois’ provinces. 

(52) For transactions of Public Works officers with Treasury and other officers of the Civil 
Department including the Forest Department within the jurisdietion of the local Accountant 
Ctoeial. 

(63) If a PubEo Works officer deals with treasuries in account with another Audit Officer, 
the trsmsaotions on account of remittance into treasuries and cheques drawn are classified as 
pertaiiiiiig to the Exchange account concerned. 
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(54) Tin's head is snbdivided into (a) Items adjustable by Civil and (b) Items adjustable 
by Public Works. 

(56) La the Public Works accoxmta, it ■will suffice to name the Govemment concerned, e,g , , 
“ Accounts between Civil and Gvil, Buma,” 

This head is intended primarily for transactions with offices and departments, moluding 
the Public Works Department, within the audit jurisdictioE of another Civil Accountant Ge- 
neral. See al^ notes (48), (53) and (58). 

(56) For transactions between Public Works Officers (moluding Civil officers acting as Public 
Woiks Disbursers) rendering accounts to the same Accountant General 

(67) This head is intended for transactions with the Military D epa rtment (including the 
MBitaiy Works Services). In the case of transactions with Military Works officers, the name 
of Militaiy Works district should he specified in addition to that of the Military^ Account 
office ooncexn^ At present there is a Military Account office for each of the 14 dis 

tricts and one each for the Boyai Air Force, the Military Supply Accounts, and the Waziiistan 
Field Aiea~i.e., altogether this are 17 MDitary Account offices ; — 

(1) Northern Command and Rawalpindi, (2) Peshawar, (3) Kohat, (4) Lsdiore, (6) Waaar 
Force, (6) Western Command and Sind — Rajputana, (7) B^uohistan, (8) Southern 
Command and Poona,*(9) Bombay, (10) Madras, (11) Central Pro'vinces, (12) Eastern 
Command and Allahabad Brigade, (13) United Provinces, (14) Pr^denoy and 
Assam, ( 15 ) Burma, (16) Royal Air Force and (17) Military Supply. 

(58) This head is used only in respect of transactions with such Railways as exchange ac- 
counts ■with the local Accountant GeneraL Transactions -with other Railways should be ad- 
justed under the head “ Accounts between Civil and Civil,” through the Accountant General 
with whom they are in account. 

STATEMENT A. 


Main ClassificatioxL of Expenditure pertaining to Irr^tion, Navigation, Em* 
bankmeni and Drainage projects. 

1. Pioje^ of Iirigarion, Navigation, Embankment and Drainage, are of two classes ; — 
(1) Productive and (2) Unprodnctho. 

2. To admit of a new work being classed as a Productive Public Work, the following concli- 
tiODS must be satisded : — 

(«> These must be good reason to believe that the revenue derived from it will, within 
ttei years alter the probable date of its (xraipletion, repay liie annual interest on 
capital inveated oakmlat^ at 6| per cent., but in preparing a project for sano- 
rion no deduction & to be made frts^ the to^ ci^ital outlay on account of anti- 
cfpated excess of rermiue over aSmpI© interest 

Note. — Capital inverted includes (1) direct charges, (2) indirect charge^ mA, (^) ^ terns 
of simple interest, if any, i.e., balance of total interest over total net revenue. 

(b) It must be susceptible of having clear Capital and Revenue accounts of it kept. 

(c) Its classification as a productive Public Work must be authorised by competent au- 

thority. 

3. The rulw for determining (1) whether a work which has been classed as productive shall 
continue to be so classed, and (2) whether an unproductive work may be leclassed as productive 
are as fallows, the perwntage rates referred to being those prescribed for the time being and 
being subject to alteration at the discretion of the Govemor-Gfeneral in Coxmcil : — 

I Every irrigation, navigation, embankment or drainage work for which capital acoouixte 
are kept, should , until ten years after the date of the closure of its oonstruction 
estimate, be classed as productive if the net revenue anticipated from it appears 
likely to repay, on the expiry of that period, the annual interest charges on the 
capital invited (including direct and indirect charges and arrears of simple interest), 
calculated at 4 per cent, in the case of works sandsoned before the 1st April 1910, 
at 6 per cent, in the case of those sanctioned between the 1st April 1919 and •the let 
August 1921, and at 6J per cent, in the case of ,1hose sanctionea after the last men- 
^ned date. Conversely, if it is not expected to yield the relevant return, it should 
be classed as ^^roduofcrve. If, moreover, at any time during the period of oon- 
etruotion, or wxtbm ten years of the date of the closure of its oonstruction estimate. 
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it becomes apparent that a work originally classed as prodnotive will ixot aotnaliy 
be remxinerative according to the criterion prescribed above, it shonld be trans- 
ferr^ from the productive to the unproductive class, and similariy if it becomes 
obvious, during the same period, that a work sanctioned as unproductive will ac- 
tually prove remunerative the transfer of the work from the unproduotive to ^e 
produotave class may be effected. 

II* Every work classified in accordance with Rule I above will retaia its classification un- 
changed during the eleventh, twelfth and thirteenth years after the closure of its 
construction estimate. 

TIL If any irrigation, navigation, embankment or drainage work for which a capital account 
is kept and which is classed as productive fails, at any time after tlw e acp ir y of ten 
years, from the date of the closure of its construction estimate, in three sucoess've 
years to yield the relevant return prescribed in Rule I above, it shonld be transfer- 
led to the unproductive class. A work classed as unproductive which succeed^ 
in yielding, in three successive years, the letevant retain prescribed for a productive 
work may, on the same principle, be transferred to the productive class, 

IV* If an existing irrigation, navigation, embankment or drainage work be extended or 
improved, the criterion of productivity prescribed in Rules I to III above shall be 
applied to the whole system, including such extension or improvement, as if the 
extension ox improvement had been executed simultaneous^ with the otiginiU 
work, and the of sancjtion referred to in those rules for the purpose of deter- 
mining the perc^tage to be returned by the system as a whole, shall be that of the 
arccord of sanotion to the original project. As an exception to this role, if any 
extension be, owing either to its nature or^ magnitude, such as majr reasonably lie 
considered to be a separate project and if it to susceptible of bavmg clear capital 
and revenue accounts kept of it, as distinct from those of the project as a whole, 
it should be treated as a separate project and in that case the oonditioiDB zelatiim 
to original projects and not those relating to extensicms and improvements shall 
be applicable. In all such cases separate capital and reveuTO acoounts should he 
maint^ed for the extension in order to enable the productivity test to bo peeiodi- 
oaJly applied. 

V. Rules I, nr and IV ajre, however, subject to the proviso that the local G<wcMrnmenb 
may postpone the transfer of a work from one dlaas to the other to. cases in which 
it is satisfied that its suooess or failure is due to purely txanBitory oana^ 

4. Rot ^le purpose of determining the productivity of an old w ork which baa been developed 
by the British Government, only the capital expenditure expended by that Gkjvernment idiould 
be regarded as the capital at charge on which interest is chargeable. 

6. The transfer of a work from the productive to the unproductive category, or vice 
will affect the recording of all future transactions in connection with it. No adjostment wfil 
be TTiflrdp' in the general aiCcoTints in r^peot of p st transactions, but the neoessaiy transfers will 
be effected by the Accountant General in the pro fotnifi accounts of the work in qu^tion ; but, 
see the Local Government (Borrowing) Rules framed under the Gk>Teniinent of India Act, and 
Rule 10 (a) of the Auditor General’^ Rules (Appendix 1). 

6. The principles to be observed in deciding whether atx item of expenditure should be charged 
to Capital or to Revenue are as follows : — 

(а) Capital bears all charges for the first construction and eijuipmeiit of a project, aa wall 

as charges for maintenance on sections not opened for working and charges te subh 
BuhsecLuent additions and improvements as may be sanctioned under nues by com- 
petent authority. 

(б) Rovmiue bears all charges for maintenance and workiag expenses, which embrace all 

expenditure for the working and upkeep of the project, as idao for leplwmente 
and for minor addifi.ons or improvements, as it may be considered denrable to 
charge to Revenue instead of increasing the capital cost of the undertaking. 

(c) In the case of renewals and replacements of existing works, if the cost realfy repceeents 
an increase in the capital value of the system and exceeds the cost of ^ 
work by Bs. 1,000, the cost of the new work should be divided betwewi CSapital and 
Revenue, the portion debited to the latter account being the cost of oi^nai 
work, which should be estimated if ihe actual cost is not known, and the btlai^ 
charged to CapifeaL In other cases, the whole cost of the new w«k be 

bhaiced to Revenue. Thus, a renewal which does not repmsent a mbstantaal an- 
proTement of tho original vmk, but irfiioh is in aH mnto^essBBfa^ tiio 
^e latter, although it may exceed the cost of that work by more than Bs, 1,000, 
shoxildnot be charged to Capital but to Ih© Revenue Aooonnfc. 
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(d) When the construction estimate of a project for which a separate Capital account is 

kept, is closed, the expenditure on works of extensions will be charged thus : — 

(i) Estimates exceeding Es. 1,000, for (1) works which are in themselves directly remu- 

nerative, such as new distributaries, mills or works for increasing the canal dis- 
charge, and (2) works which are necessary for the full development of a project, 
but which are not in themselves directly remrmerative, shall be charged to tho 
Capital account. 

(ii) Estimates amounting to Rs. 1,000 or under shall be charged to the revenue account. 

(Ui) All estimates for works which are neither remunerative in themselves nor considered 
necessary" for the development of the project, shall be charged to the revenue 
account- 

(e) Where outlay is of a nature which under these rules does not appertain to Capital, it 

is not, under any circumstances and whatever its magnitude, to be charged to 
Capital 

7. Works expenditure which, under the foregoing rule, is chargeable to the Capital account, 
win be classified under the minor head “Works” of the major head “55.” That which is 
clmigeable to the Revenue account will fall under the minor head ^ Extensions and Improve- 
ments ” or ^Maintenance and Repairs ” of the division “ Working Expenses ” of the major 
head “ Sill,” according as the expenditure pertains to the category of “ Original Works ” or 
“ Repairs,” vide Note (20). 

8. The expenditure on productive works is recorded in two sections, separately for capital 
and revenue ohar^. Eor unproductive works, also, the arrangement is s imila r where it is 
desirable and possible to maintain accounts on a gwasi-commercial basis. When, however, a 
work of this class is too small to make it worth while to maintain a separate account of it on such 
a basis, all expenditure on it is treated as a revenue charge, the work being classified as one for 
which neither capital nor levenue accounts are kept. In the category of unproductive works 
la also included “ Miscellaneous expenditure,*' which is expenditure upon the preliminary survey 
of new projects and also for the cost of famine surveys re< 3 [uired for title preparation of famine' 
programmes. 

Prior to October 1921, certain unproductive works were classed as “ Works for which only 
revenue accounts are kept ” but these will gradually be reclassed in accordance with the classi- 
fication prescribed above, vide Government of India, Public Works Department circular letter 
No. 3-P. W., dated 24th September 1921. 


STATEMENT B. 

m 

Detailed dassification b{ Works Espeoditore pertaining to Irrigation, Navi- 
gation, Embanknient and Drainage Works. 

Works expenditure of Irrigation, Navigation, Embankment and Drainage major heads 
other than 14, 15(1) and 10, falls under one or other of the minor heads “ Works,” “ Exten- 
sions and Improvements,” and “ Maintenance and Repairs.” Each of these minor heads is 
divided into (1) Head Works, (2) Main CJanal and Branches, (3) Distributaries, (4) Drainage 
and Protective Works, (5) Water-courses (for “ Works ” only), (6) Special Tools and Plant 
(for “ Works ” only) and (7) Losses on Stock. Under the minor head “ Maintenance and Re-- 
paim” and eighth head “ Compensation,” should he opened. The detailed heads subordinate 
to these heads are enumerated in Statement 0. 

2. In the case of heads (2) and (3), a separate account may be opened for the main canal 
and for each important branch and distributary. 

^ The following points should receive special attention : — (a) When land is taken up for 
two or mor3 of these subdivisions at the same time, its cost must be divided into the best way 
practicable, (5) In the case of Storage Projects ail works connected with supply channels to feed 
the head reasrvoir come under Head Works, (c) Water-power installations at the head works 
of a canal, head locks and head-regulators of main and branch canals, fall under “ Canal 
and (d) When a canal or a disiadbution channel therefcom, and a drainage in connec- 

tion with it^" are planned simultaneously and the two works intersect, the cost of the crossing 
idmuH be charged to “Drainage and Protective Works” and (e) Buildings required for 
general purposes of a cans! system, such as workshops, head-quarters station, etc., are charea- 
abte to ^‘IdaiuOamaajDd Branch ® 
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4. For rules relating to Water-course.!;. Special To>Is and Plant and I>iSS £'3 on Stock, see 
Appendis C, and paragraplis 174 and 2011 res|>eetirely. The head “Water-courses” is not 
necessary in the case of the minga* heads Exten-sion and Improvements ” and ** Haintenanee 
and Repairs”. The head “ Lnssea »»n Stock ” i-i intended for oil general on st«T€k which 
cannot be attributed to any work the accounts of which are open. 


STATEMENT C, 

Enumerating the detailed heads referred to in paragraph 1 of Statement B 
and detailing the works and services the chaises whereon are classified 
thereunder. 

General JRemarh^. — (1) The detailed heads in this list may be varied, nndvi the orders of the 
local Government, to .suit the circumttances of each project. (2) Combined works falling 
under two or more heads — e. g.^ eombiiied bridges and falls, or combined fails and regulators— 
should be classified according as w^hich a^pect of the w'orfc predominate.*}. 


A,— Preliminary Expenses. 

Surveys and preliminary invcstigatiiii*;. This head dix^s not aj>i>€ar under Extensions 
and Improvements ” nor under ** ^laintenance and Repairs”. 


B.— Land. 

Compensation for taking permanent or temporary possession of land required for the pur- 
poses of the work. 

The term " Compensation ” includes the followhij? besides the payment for the land itself 
(1) payments for buildings, trees, crops, etc., and (2) cost of special land acquisition eatabliali- 
ment when it is chargeable to the Public Works Bepartment under Article 118 of the Civil 
Account Code, Volume I. Sale proceeds of Tvood, building materials, etc., obtained on clearing 
land taken up should be taken in reduction of the charge if realised befme the accounts of 
the estimate for the acquisition of the land hare been closed, vide clause (^0 of Statement E, 
If any bdildings acquired with the land are used as residences or otherwise let they should be 
brought on the Register of Rents, Form 40, aiid icnts realised should be treated as c»niinary rent 
receipts. 


C.— Works. 

All construction works, whether of earthwork or of masonry, etc., excluding work falling 
under the heads I — ^Navigation and K. — Buddings in all cases and under E. — Eaithwork where 
this is maintained as a separate detailed head. Ordinarily, the grouped head C. — Works takes 
the place of such of the heads D, E, F, F(l), G, H, J and L, as are not separately provided for. 


D.— Eegnlatorsk 

^orks (other than escapes and escape heads) for the regulation of supply. 


E.— Falls. 

^ Falls and rapids other than those required to maintain the depth of water for navigation 
purposes. 


F. — ^River and Hill Torr©at Works. 

Aqueducts; superpassages, culverts, syphons, inlets, outlets and cross drwnage works 
^generally, when such works are in connection with river and hill torrents. 
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F(I,). — Other Cross Drainage Works. 

aT 

Cross drainage works of the classes referred to under the head “ I*. — River and Hill Torrent 
Works”, when such works are in connection with drainage other than that from river and hill 
torrents. 


G.— Bridges. 

Brigdes, both road and railway, for crossing the canal, including subsidiary works, e.^., 
approach roads, fencing gates, ghats^ steps, etc. 

BL — ^Escapes. 

Masonry and earthwork connected with escapes (including escape heads). 


L— Navigation. 

Locks at head works and on the canal ; separate navigation channels and weirs designed 
for maintaining the requisite depth of water for navigation purposes. 

J.— Mills. 

Water-power plant (if a permanent fixture) and buildings in connection with such plaint, 
also sluices and channels conducting water to and from the same. 


K— Buildings. 

Permanent and temporary buildings (including staff quarters, offices, workshops, stations, 
etc., but excluding buildings for water-power) and station drainages, roads, gardens, enddsure 
walls, conservancy works, etc., pertaining to buildings individually or collectively. In the case 
of maintenance and repairs, this head includes also taxes payable by Government and rents 
of buildings hired by Government. 


L. — ^Earthwork. 

Excavation and embankments for the channel, and its side roads and service roads, pro- 
tective works for the bed and sides ; trimming, turfing or riveting slopes ; retaining walls for 
embankments. 


M.— Fla^iiatioiis. 

All regular plantations, including the cost of clearing land, transplanting soil and plaafahg 
trees. Gardening charges in connection with buildings do not fall under this head. 


N.— Tanks and Reservoirs. 

Earthwork, masonry, etc., on tanks and reservoirs (e./;., tail tanks) in connection with 
canals other than tanks chargeable to Head Works ” in the case of storage projects, 

0.— Ifisc^Iaiieotis. 

Works and services not falling xmder any other detailed head. Includes (1) experiments ; 
(2) works in connection with irrigation outlets not debitable to the head “ Watercourses ” ; (3) 
distance marks ; (4) boundary pfllars. Also minor works constructed in the banks of canals 
or distributaries for the direct delivery of water. Includes also in the case of original works and 
of extensions and improvements, chsiges for compensation not dehitable to any otW detailed 
head. 


P.— Maintenance* 

AB repairs work prior to the openmg of the revenue account for the project or the section 
oomosmeo. This head appears odly uiider “ Works”, 
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STATEMEOT D. 

Showix® the detailed ch^sidcation of the minor bead “ Establishment 

This minor head is primarily divided as foDo\rs : — 


Name of sub-division. Rmabks- 


I. — Chief Engineer ... 

IL — Special OfBcers . . . Tor Consulting Architects and other special ofBccr' 

whose juris&ction extends beyond a single circle 
of sujierintendencp, or other vuih prescribed for 
the ^>ro raia distribution of establishment charges. 
Fees recovered for services rendered by this estab- 
lishment are taken in reduction of the charges 
under this sub-division, vide paragraph 12 of 
Appendix 7. 

ni. — SujierinterLding Engineer , . Includes also special ofEcc-r.-, if any, not falling under 

sub-division II. 

IV. — ^Executive «... Establishment charges of vrorkshops for which 

capital accounts aw k^t should be kept diatincft 
from other charges, and recoveries on account cf 
work done in such workshops should be taken in 
reduction of the charges. 

V. — ^Medical .... . . . • 

VI.— gpeeial Surveys • . . Establishment emjdoyed on large surveys for new 

irrigation, navigation, embankmmat or drainage 
projeots. 

VII. — Special Revenue • . Establishment em^oyed entirely on ^ roveoue 

management of irrigation, navigation, embankment 
and drainage projects, and on assessment, etc., 
of revenue- Includes also plantarioa. Steamer, 
and Water-Eegulation establishments^ etc., and 
chazges debited by the Civil Department for 
collection, etc. of revenue. 

VT TT. — Deduct — Recoveries . . For credits of all kinds on account of (0 i>ercentage 

or (u*) lump sum recoveries for work done, but 
excluding (a) fees for services rendered by special 
ofScers, and (6) recoveries for work done in work- 
shops. 

TX. — TiTiTnp Sum Charges creditable to Debits to tbe major bead on account of eBtabUshment 

other Governments Depart- charges, in cases in which such charge are not 

ments, etc. adjustable in the account of any particular work 

under paragraph 27S. 

% Under sub-divisions m to V I IT^ a separate section should be opened in reQ)ect of each 
circle of superintendence or oflrer unit prescribed for the pro fufu distribution of establishment 
charges. 

3, The sub-divisions I to VII have, below them, the following heads, with such detailed 
heads as may be prescribed locally : — 

(a) Pay of Officers. 

(b) Pay of Establishments. 

(c) Allowances. 

(d) Contingencies. 

(e) Supplies and Services. ' , j. . . xrrr 

if) Collection charges by Civil Department. For use only under su^^on vii. 

(g) Dedawrf. — Recoveries. For nse only under sub-divUaons II and IV (Woikahop seotw>n>. 

An additional head, “ Bonus’% may be opened, where necsessary, for bonus paid to nom 
pensionable subscribers to provident funds. 

The Heads (^) and (c) include also the charges on account of divisional accountants posted 
by the Accountant Gwieral. 
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4. The following mks |L»overn the incidence of cost of pay and allowances of Government 
servants- They are, however, subject to the rules in paragraph 5 below regarding the dis- 
tnbution of leave-salary between different Governments (Article 33A, Civil Account Code, 
Toluine I) and to the proviso that if a Government servant is doing work for more than one 
Government, his pay and allowances may be distributed between the diff^^rent Govemmentg 
as mutually agreed. 


(a) The whole pay of an officiating Government servant should be taken against the depart- 
ment and the jjost in which he is actually serving. 


ib) When a Government servant whose main duties and appointment fall under one head 
of charge is entrusted with additional or subsidiary duties coming under another 
head, nn porlion of his pay and alloivances is to be debited to the latter head. This 
rule doe> not apply to separate fixed aiinAvances for additional duties, nor does it 
apply to cases gtJ'semed by sejjaiate orders isaued by competent authority. 

(o) The pay and allowances (including tra\elling allowance) of a Government servant 
proceeding to join an office should, in the absence of special orders to the contrary, 
whether in resjiect of a ])articular case or class of cases, be charged to the office to 
which he is proceeding. 

(d) The pay and allowances of a ^Ulitary Officer transferred from Military to Civil duty are 
paid by the Civil Department from the date on which he gives over charge of hia 
Military duty, and those of a Military Officer transferred from Civil to Military 
duty, cease to be payable by the C‘ivil Department from the date on vrhich he gives 
over charge of his Civil duty. The same rule holds good in the case of all Govem- 
inoiit servants transferred from one Department to another. A Government 
servant transferred to Foreign service draws his emoluments from the foreign 
eniployer from the date on %vhich he relinq^uishcs charge of Ins appointment under 
CTOvemnient and reversion to Government service he ceases to draw any emolu- 
ments from the foreign employer from the date on which he resumes charge of the 
appointment under Government. 


1, \VIicn a Uovenuuent servant is transferred to another depart inent or pro\3nce while on leave the transfer 
does not take effect until he joins his new' appointmfut if he cu Ica%e in India or until he lands in India if he 
is on leave out of India. 


(e) When a jVMtary or Medical Officer holding a Civil appointment on consolidated pay 
which is less than his Military pay is allowed to draw the difference between them, 
he draws it from the department from which he receives his consolidated pay. 

if) A European non-commissioned officer or soldier on obtaining Civil employ is ordinarily 
jethuired to buy his discharge from the Army ; but, if such a person dies in Civil 
employ while under a Military contract of service, the C’ivil Department in which 
he was serving will bear the charge of any passage-money which, under Military 
pay regulations, may be admissible to his family. 

(g) The following rules govern the incidence of the cost of the Military pay and allowances 
of soldiers employed for temporaty duty by CivU l^patfepaents, police or laalway 
ad^istrations^, etc., under the provisions of paragraph 571, Amy Begolatiofis 
India, ^ olumc II : — o . 


(1) When men are employed for any period less than one month, thev shall be given 

their regimental pay and allowances from Army Estimates 2dus\ suitable extra 
allowance, if such is considered necessary, froni civil estimates ; and 

(2) When men are employed for a month or longer, a consolidated pay shall be sub- 

stituted for their regimental pay and allo^vanees, the whole of the consoHdated 
pay being borne by ci^dl estimates. 


{h) Eewa^ under MHitary rules to jffiUtary Officers in Ciiil employ for proficiency in the 
Onental languages have to be met from Army Estimates. Bills for such rewards 
require pre-audit by the Military Department, 

(») When mitap- commissioned, non-commissioned, and warrant officers and soldiers are 
employ^ on famine duty in the Gvil Department, their Mfiitary or Departmental 
pay and aUo-wranoes, as well as additional pay and travelling allowances, both when 
prt^eding to wd returaing from famine duty, should be adjusted as a civil charge 
nndra «.--PaMne ReM and Insurance”. Any additional charges actually 
Mffiteiy De^^ment in consequence of the abseneb on famine 

I>epartment and adjusted as a final 
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(j) When soldiers, either British or Indian, are sent under llilitary escort from one staf i(Hi 
to another to stand a trial on a criminal charge, they 'wHi tovel like any other jmrty 
of soldiers on duty, under a warrant furnished by the Military^ authorities, the ohaiji 
being met from the Military Estimates, When a s*»Idier ij conducted by a Polh-e 
escort, the charge will he Civil ; the warrant i^-tued in such cahC,*-' ^‘hrmld int jude the 
accused, as he is a soldier prfjceeding to a certain place under the t^rdrr'* hh iniHtary 
superior and therefore on duty. 

{k) The pay of civilian officers employed a» Aiues-dc-cnmp or eMia Aidt s-dc-can.? ^hfaud 
be debited to the Civil Lead tu which their pay is ordinprily ebarccd. 

5. The leave salaries of Government scjvams are debited acccirdhig to the follouiifg rules 
which have been ai»pr»ived by the Secretai*y uf State : — 

(1) When a G'ovenrmtnt servant had served oidy under one bflnic tcdii j. 

on leave le:ive ^alaiy will be dibted that G^vernmerii. 

(2) When a Gt vcniuiciit servant is trav'^ferjed tu servj* c u:/.lci' u Gii-.cir-mcht utlici thun 

that under vhicli he was lir&t employed, the leave salary clra\ui by him dtiiiiig aj:\ 
leave taken after the date of transfer shail be Ci-aiged to the Go\ .-aiinent 

until the entire leave earned under that Government has been exhausted, 

Kote 1. — See Article 33-A (1), Civil Account Code, Volume 1, for the definition of the teim 
“ Government”. 

Kote 2. — Leave salaries of gazetted Go\ernmeiit scivuntj- paid by om-* pi- viiuifil ti-Acni- 
ment on behalf of another proracial Goveniment .sh< uid be debited t,. the i Attr ciiuhent 
in Aoeotmt Current. 

1. TheGovenimentTrhii.h/'ettKttitliecoiitril'iitieii lor hiAc ^.■'in^y<JtA GoNeniniiiit .-.l A ai3tinrcrri»:jiii'£rvic£i 

shounbearthechargosforiibloavo salary in ctoj the leave earntd l»y him d urlup such h nice*. 

2. Service rendered in a der*4trtmeiit duirccd to a diridfd hcadk fore Ifct l&fil, piiould U trenttd 

service under the CentrsZ or ProTiincial OoMrnment ucconUngab tlu,* h^ed in riuesticn h c k^>>jfitd ft 

PiovinciaJ jPnom 1st April 1921. 

6, (a) The travelling allowance of a Government servant, on whatever duty he may bo 
employed, is charged to the same head as his pay, unless he be travdling on duty connected 
with a Local Eund when it may be charged to the Local Fund. 

(6) The travelUzig allowance of a Government servant called away from Lis duty t(» give 
evidence in his official capacity in a Criminal Court or in a Civil Court in a case to which Gov- 
ernment is a party is, during the period of his absence, debited to the Pepartment which would 
bear the charge if he were on duty. But;, in the folloTtring cases, the actual expenses incuned 
by witnesses are paid by the Court and charged to Court contingencies : — 

(i) If the Court is situated not moie than five miles from the headquaiters of the 
witness or 

(it) If the pay of the witness docs not exceed Hs. lt> i_K?r mensem. 

(c) The travelling allowance of a G(>vemment eeivant Tiansfeiicd fivni rnc J>cj urtment 
to another is debited to the Department to which he is transfened. 

(d) The travelling ali^- wances uf a CTOvemment servant, both when proceeding tai transfer 
to foreign service, and when reveiting to duty under Gu'vemmcnt, shall be Ixune by the foreign 
employer. 


STATEMENT E. 


Buies for the treatm^t of Beeoyenes of Bxpeziditare. 

The rules for dealing with receipts which represesnt recoveries of expenditure, in one shape 
or another, are as follows : — 

(a) The general rule is that all recoveries of ex; ondituiv appearing in the aocounts of Pablio 
Works officers should be treated ia the first instance as revenue receipts, those 
relating to a capital account being kept reparate from fhe rest. In the case of mmr 
commercial projects, such as cM works and other works for which no caifital 
accounts are kept, they should be classed, both immediately and finally, as revenue, 
under the minor head '■* Beeoveries of expenditure of the major head XXX or 
XEV. In the case of ^asi-oommereial project^ that is to say, works for which 
capital accounts are kept, the receipts should ultimately bo classed as minus expen- 
diture, capital or revenue, as the case may be, in order to avoid infiation of the relevant 
axjcounts, but the deduction should be made monthly from the account of the divisioia 
or sub-division of the major head conoerned in a lump sum, the gross chatges under 
the major head before the deduction is made being treated as the expenditure against 
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the grant Where the recovery is of an item originally charged to revenue, it should 
be booked as “ Kecoveries on revenue account ” under the major head XIII ; where 
of an item originally charged to capital, it should be treated as “ Receipts and Re- 
coveries on Capital Account” under lie major head 65. 

(b) The transactions of stocsk and other suspense accounts, and recoveries of expenditure 
upon works in progress, are exceptions to this general rule. Expenditure on stock 
and other suspense accounts is sanctioned on the direct nnderstanding that the 
outlay will be recovered, and the temporary debit to suspense ultimately exting- 
uished. Recoveries must, therefore, be taken in direct lednction of the charges, 
as explained in the detailed roles in Chapter XIL As r^ards works in progress, 
the t^hnical estimates take cognizance of all anticipated receipts from the sale of 
temporary works, mateodals received from old structures, etc., and as the amounts 
both of these estl^tes and of the funds allotted represent the anticipated net outlay, 
all such recoveries must be treated as minus expenditure. 

<c] For the purpose of distributing the cost of establishment and tools and plant over the 
various works on which they are employed, recoveries have to be made from the 
heads concerned, which often are not the heads to which they were debited in the 
first instance. Such recoveries in respect of establishment charges should be treated 
as minus expenditure under the minor head “ establishment ” of the major head 
to which the charges were debited. In the case of tools and plant, however, 
the total expenditure should remain hooked against the minor head “tools and 
plant” and the recoveries regarded as “recoveries of expenditure”, “recoveries 
on revalue account ” or “ receipts and recoveries on capiti account ” as the case 
may he and brought to account as indicated in clause (a) above. Such detailed 
heads should be opened under these minor heads as may be necessary to enable 
the local (^vemment to obtain any information in regard to the nature of the 
receipts which they may require for statistical or budget purposes. 

(d) Recoveries on account of overpayments as well as those of advances made in England, 
are governed by the following rule of the Audit Code : — 

Eecovexies on account of overpayments will ordinarily l)e adjusted by deductions from the 
current year’s charge under the detailed head previously overch^ed. Recoveries on account 
of overpayments in a previous year will, however, be specially de^t with under the orders of 
the head of the A udit o fllce, if the amount of any single item exceeds Es. 600, or if their aggregate 
exceeds the current year’s charge. 
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APPENDIX 5. 

(See Chap. XXI, paragraphs 563(di and 592.) 


Account Bul^ relating to the receipts and charges of the Public Works De* 
partment in connection with cemeteries and churchi^. 

Introductory. 

1, GChe rules in tiiis appendix state the account procedure to be observed in dealing •with 
such receipts and charges pertaining to cemeteries and churches as paM tihiouch the accounts 
of officers of the Public Woiis Department in accordance -with the Eodesiasiacal Buies published 
by the Education Department of the Government of India. 

Eeceipts. 

2, Divisional Officers are not concerned uith any receipts of the EccleaiaBtical Department 
other than sums received as fees for endowments of monuments in Government ceumteiies. 

3, Endowment fees which are payable to <he Division^ Officer under the Kccleslastioal 
Buies may be received if offered, by any subordinate officer authorised to re<»ive moneys on 
behalf of the Divisional Offioer. A receipt should at once be granted to the pa 3 rer in 

and the amount received should be credited in the O^tsh Bodfc to ^he head “ Cemetery j^idev- 
ment Fund ** under “ Savings Bank Deposits — ^Bank Accounts”. 

1. The receipt plioidd set forth fnll particutere of the endoroent, inclcdiug the iiamee of tlis* deceSFfd and 
the cemetery. 


Charges. 

4. Espendituie in oonxksotion with ecclesiastical works is incurred in the PubHc Woijs 
Department only when the charges are delutable to the estimates of the department under the 
Ecclesiastical Buies, or the responsibilifcy for the proceedings leading to the expend^™ 
devolves primarily on the department under those rules, charges may atgosim 
against the grants of the department in connection with, any of the servicM which defimtely 
devolve upon any other department — c.^,, the entertainment of mah-chowkidars and assista^ 
coolies or other eodefidastical establishment— on the plea that the expenditure is not ^connected 
with other services (e.y., planting of trees, shrubs, etc.) for which the Pub^ Works i>epartai^t 
is responsible. Nor may any expenditure be adjusted against the Public Works giant, wincli m 
not authorised to be met from state funds, the (K)St of architectural deoorafao n to 
buildings or of furniture in excess of, or costlier than, the pDesucibed scale, or chaigos ror the 
erection of reredos or for unauthorised repairs or renewals. 

1. ExpeK^dttiue feMUttied on the digging of gnavee or the pmperatton of 
ordew of IS Civil or HSDtary officer anthoriaed to issue such ordera to a t o f te 

from such officers, and should, theitfore, he treated as expenditure on Depoelt Worts, though charged to tre 
^head “ JOscelhneous P. W. Advances pendhiK recovery. 

5. The dhazges incurred should be accounted for generally in aocoidanoe wi^ the ordina^ 
rules relating to avB Works expenditure subject to the special instructions given in the following 
paragraphs. 

6. In recording the expenditure on endowed monuments such deftaila should be maintai^ 
as may be required to be posted in annual ledger accounts of eiadow^nto (vide 
following). If separate estimates are not sanctioned the ncoessaiy details may be leooiwea 
separately in Works Abstracts and Eegkteis of Works. 

7. An advance made under the Eoclesiastioal Buies to a chaplain or other Govemment 
out of the Public Works grant for the purpose of planting a cemetwy and 

decent order^’, should be treated as a cash imprest, standing or temporary as may be 
qonvenient. 

8. When furniture is suppHed to a temporary church, which is reqtw^ 

store when the building ceases to be used as a choroh, a numerical of it shoula 

as a supplement to the Begistor of Tools and Plant, Ponn 15, until ^ ariaeles are received 

back and disposed of. 
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0. If any works are executed on behalf of church societies or other trustees concerned even 
when they may have received cash grants for the purpose from the Civil Department, or if any 
other expenditure U incurred on their behalf which is not chargeable to the state, the transac- 
tions should 1>6 treated in the accounts as pertaming to Deposit Works under the rules relating 
to such works. 


Accounts oi Endowments, 

10. Tlie accounts of endowments, as decribed in the following rules, are kept on the prin- 
cij>le (1) that the actual expenditure incurred in connection with the objects for which endow- 
ments have been received is charged off as Civil Works expenditure, and the income accrued 
in the shajje of interest on the endowments is, per cot^ira, treated as Civil Works revenue, and 
(2) that pro forma accounts are maintained separately, comparing the expenditure with the 
income. 

l. Ail Oniiiiury Endowment inf emled to cover Mjc oxi.i‘n*-e r-f ordinary annual maintenance, re-letterine 
m-d rejjairx, imt not the risk of acfidf'ut'; due to floods orenrrh.iufikes or other oxtraorJinarv causes, which can 
Of* covered only Jiy an udditiouul S i»cclal Endow ment. * 

11. All endowment receipts of the month should be posted in the Eegister of Endowment 
Receipts, Eorm maintained in the divisional office in respect of each cemetery, and the total 
of the endow'ments received up to date (Ordinary or Special as the case may be) should be struck 
against the last entry. 

12. In the monthly Schedule of Credits to hliscellaneous Heads of Accounts, Eorm 76, 
the total receipts of the division on account of endowment fees should be detailed so as to show 
the amounts realised for each cemetery, separately for Ordinary and Special endowments. 

13. In the^ Monthly Account of the division for March, interest on the amounts of endow- 
ments as received up to end of that month should be calculated at the rates prescribed in the 
Ecclesiastical Buies, and credited to the head » XXX.— Civil Works" by debit to “20— In- 
terest on other oblig^itions — ^Interest on Cemetery Endowment Fund*’, full details showing 
the amount perteu^g to each cemetery (separately for Ordinary and Special endowments) 
bemg given m the Schedule of Debits to Miscellaneous Heads of Account; Form 76. 

year’ interest creditable to each ledger account (paragraph 14) of the following 

■c the close of the year, the Ledger Accounts of Endowments should be written up in 

borm 89 wmeh shows the expenditure of the year against the interest on endowments received 
to end of the previous year plus unspent balance (if any) of that year's ledger account. A 
teparate^t of folios should be reserved for each cemetery and the transactions of a year should 
be p^tea so as to show wp^tely the figures for {a) each Special Endowment the amount of 
wMch excee<fe Rs. 25, (6) otW Special Endowments coffectively, (c) all Special Endowments 
collectively, (a)-F(o), and (e?) aU Ordinary Endowments collectively. 

the l6^<» accounts should be prepared, for submission to the Accountant General, 
the Aj^ai Account of Cemetoiy Endowments, Form 90, a sepaxate sheet being used for each 

^ 

16. The Annual Account which the Accountant General is required to submit to the looa! 
Govi^ent m aceon^ce with the Ecclesiastical Rules will also be prepared in Form 90 
substituting ^ame of Ccmeteiy and class of Endowment " for the heading of column 1. ^ 
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APPENDIX 6. 

(See Chap. XV, paragraph 481.) 


Account Rules relating to Water-courses. 

1. As a general rule, water-c jurses of irrigation, etc,, projects are not oonstrocted by GoTiem- 
ment as integral parts of the projects, the liability of the State being csonfined to the ptorision of 
the main canal and of such branches and major and minor distributaries as may be decided upon 
by competent authority from time to time. Under the ordinary arrangements in force in the 
several provinces, persons desiring to use the water of a canal are renuir^l either to make their 
own arrangements for the constmrtion of the necessary wator.courses or to bear the charges 
that may be incurred by the Department in constructing tliem on their behalf. This liability 
of the cultivators, or otW iwrsons benefiting by canal irrigation, e:!t tends aka to works ol im- 
provements and repair to water-courses and to construction and repair of bridges, culverts or 
other works that may be req.uired for the passage of the water of such water-courses acrefes any 
public road, drainage channel, etc. In the general interests of the cultivators, especially when 
a canal project, or an integral part of it, is launched in a new locality and it is desired to af ord 
special fswsilitiea to the cultivators, with a view to tlie more rapid development ctf irrigation, 
it is sometimes decided by Government to lay out and construct, at the rost of Governraent 
in the first instance, the entire system of the main water-courses required for a project or a 
substantial section of it, at the outset. When, this course is adopted, a scheme is simultane- 
ously devised for effecting recovery, in a number of years, of the additional burden thus 
thrown on the State finances. As no separate account can be kept satisfactorily of the 
liabilities of each individual person benefited, usually the recovery takes the form of a general 
enhancement of the water-rates or the imposition of a special acreage rate. The amount 
which it is usually sought, xmder such a ekSieme, to recover in the aggregate, is the initial 
capital cost of the works (including such cost of mmntenanoe during construction as may be 
charged to the capital account) plim the usual percentage charges referred to in Appendix 7, 
phis the interest calculated at a rate fiked by tl^ local Government. In some cases, where an 
entire system of water-courses has been oonstructed by Government and the particular dr- 
cumstances of the tract have rendered such a course desirable, the whole or a portion of the 
cost of construction has been diarged finally to the account of the project oonoemod^ or the 
.charge on account of interest waived. 

2, It will thus be seen that works outlay on water-courses, which may be incurred by Publio 
Works officers, falls under the following distinct categories : — 

L — ^Eecoverable from individual cultivators concerned, in dump sums equivalent to the 
charges incurred on behalf of each. 

Jb — ^Recoverable by a general levy, whether for a specified or indefinite period — 

when the actual recoveries are required to be set off against the outlay, 

\b) when the actual recoveries are not to be set off against the outlay. 

'in. — ^Borne finally by Government. 

Works of the first class are styled “ Takavi Works ’* and the account nrie« relating to 
.are given in Chapter XV. !rhis Appendix deals oofy with weeks ol the other two dsMea 

Jh: respect of saaotions to esti^tes^ eta, all works in connection with water-coune i are 
treated like other works of the irri^ttion, etc., project concerned, the expenditure being booked 
'finally under the appropriate detailed head subordinate to the head Water-oourses^*. Alter 
‘ . a work has been constructed, the oost of maintenance and repairs is, in all cases, borne by the 
.cultivators concerned. 

4. Recoveries actually made tmdar clause II of paragraph 2 should be shown in the 
, accounts ; — 

(a) as receipts on the capital account of the project, if the levy takes the form of a lump 
sum recovery of oost in one or more years, or 

<t) as revenue rec^pte^^of the project, if the levy takes the form of an enhancement of 
revenue, the exact cla^iucation being determined by the ‘form in which the recover- 
ies are made. 

5. In cases falling under clause II (n) of paragreph 2, the Accoimtaiit Gmea»l^ with a view 

watch the progress of the recoveries, will maintain a suitable pyo formfi arscount without 

disturbing the booked accounts of receipts and expenditure, the form of tim account heh^ 
determined in consultation with the local Gkivernment. It will ordmarity be fou^ sufficl^t to 
keep an account merely in respect of the work i outlay, the annual recoveries being distributed 
faTateably, as between works, interest, eta, on a fixed basis determined once for all. 

n 
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Boles for the Distribotion of Establishment and Tools and Plant Charges. 


1. The aocounts of Establishmeiit and Tools and Plant charges’ are kept on the following 
principles : — 

(i) The charges of a division or special office are, as a rale, met out of a single major head 
in the first instance. 

(if) Before closing the accounts of the year, the Audit office apportions the charges of 
the whole jirovince amongst the major heads to which the cost of the worlS waa 
charged, 

(iVi) In certain cases where this annual adjustment is unsuitable, recovery of cost is effect- 
ed in the accounts of the divisions concerned, from time to time* by the levy of a 
percentage charge. 

(iv) Otherwise, the ahaies pertaining to individual works are not determined except for 
the purposes of certain pro formd aocounts. 

2, The establishment charges of a division or of a special office should, in the first instance, 
be ciMified under the minor head “Establishment” of the major head under which the 
division or office is claasified for this purpose. The same major head should bear, in the first 
pl^, the charges for the ordinarj^ tools and plant of the division, under the minor head “ Tools 
and Blant”. 


plant of a dlvis>icr,pzid (2)tte tccls ai.d 

ptant a a special offlcp, m pantgraph 4 of this Api endix ard paragrsi h 636 of the Code respectively. 

3. As an exception to the foregoing rule, the under-mentioned special establishments should 

be chaaged as indicated below : — 

<0 Purely revenue establishment (Deputy Collectors, Ziliadats, Amins, etc.) employed 
entirely on the management of irrigation, navigation, or drainage, and assessment, 
of connected revisaue : To the sub-division “ Working Expenses ” of the major 
he^ ‘‘Xm. — Irrigation, J^avi^tlon, Embankment and Drainage Works for 
Capital Aecoimta ate kept” or to the major head “16.-Other Eevenue 
Eixileiioitute finaimad from Ordiziaxy Eevenues”, as the ease may be. 

(in) EstabUshnient employed on large irrigation snrv^ for new projects : To tie iur- 
jm ctmtemed under the head “ 16.— Other Revenue Expenditure financed from 
Otdmaiy Revenues— Miscellaneous Expenditure”. 

(iii) BsUbUsh^t employed on famine relief works : to the head “ 4a.— Eamine Re- 
lief and InsuraiLce — A Famine RelieF’. 

(ir) Estabfttocnt employed in workshops of a ffuar^f-commercial character : To the 
workup oonc^aed under the major head under which its maintenance charges 
may be classified. 

4. cost of special toote and pUnt, tools, plant, macbineiy, etc., obtained to meet 

project, and of a nature not usually to be 

m to general the provmce, should be treated as a direct charge to the work bi uro- 

clasei^ raider to minor head “Tools and Plant”. Similarly, tools, pLnt 
* workshop of a ffuosi.«,mmereioI chomoter should be ohSged 

M oilto»i?o will aecMe whether any Item oi tools and plant should he clsaslfie d 




191 


ATPESDICES. 


[ No, 7 


5. Recovery of the cost of e^Tahii^rhn 3 eIlt and tools and I'lant should he laaue at j^^rci utai'e 
,?ates in the following cases : — 

(a) Work done for Puhlic Works dhT.sion?j cf other provinces. 

lb) Work done occasionally for Railways, ^Military Works Services, Po««t and Telegraphs 
or the Arohaological Department. 

(c) Work done for all other departments, when the cost is charfjeahle to those depart- 

ments. 

{d) Work done occasionally by the Civil Works branch for the Irrigation branch of the 
province, or rice nrsd, when the two branches are separate and distinct. 

(e) Non-Government works. 

1. Tor wort done in wortehoi«5» see paragraih 

6- The percentages are fixed, separately for establishment and tools and plant fhatges^ 
and re^jnstedj, if necessary, at oninq,nennial intervale, by the local Govemment in tori-«uita- 
tion with the Accountant General, the rate*^ being baaed on the actual average cost (per hK3 
rnp^ of outlay on works) in the province or branch concerned during the previous five j'eara, 
subject to the following maxima : — 

Ror establishment . . • . • . . . . per cent. 

For tools and plant l«i p^r cent. 

1. Whsnsomftonly ofth?op2ratlon=ia'‘ef*s5arvtoth? C3Tii>leTionof A ina-<33Vcraaa=»ot project- are umler- 
txkenatonetlrae, diflfercntpsrcentasesinay.ifdesired.'beadoptcdforeach operation : provided that, if 
<3uenfclytherematnmgopoTj.tionR are nudertalcen, the aggret'^te recovery is equal to the full charge leviabte- 
imderthls paragraph. 

2. SiiniIarIy,dIffeiBiiferate8ofohargemay,ifdesired,be prescribed forlargeandsmall works, or for scattered 
and oonoentraled works, lespeetlvely, the different rates being so fixed as to gi’^e appiroximately the same ag - 
^ragtterotnmto Oovenimeufcasifoaerate only,a5detenninea under this paragraph, were being charged. 

7. As an exception to paragraph 6, the establisbment cWgh'oii supplies and repairs 
x)f barrack fundtuie of tl» Military Works Services is fixed at ten per cent, on the outlay. 

1. Thisxreroentageisnot chargeable for new supplies and repairs of barrack fumitme aaperrfsed by the Spe- 
cial Birrack Establishmeiit of the Pabiie Works iJepartsaent la Botina, wUch is treated as a pxmiy MUitar t 
works establislmiient. Any smaEerperoentage that the local CfovenxEoe&t may prescribe to cover merely th e 
.chargee for the departmeniM^Bupezvi^^ of this establishment, should be levied ir^ad. 

The xhresoribed percentages can be remitted, with the sanction of the local Govemment 
in the case of non-Govemment works costing less than Rs, 1,000. Remission of charge is not 
permi^bk in othey egs&s, as such aid as it may be desired to give to a local body in the con- 
struction of a work in which it is interested, is usually given separately in the form of a cash 
grant-in-aid. 


9. For work done in workshops, which are of a g?>ifl«i-conimereial character, percentage 
charges are leviable in all cases, i.e., even when work is done for Public Works divisions of 
the province. The rates ate fixed by the local Government, see paragraph 437 of this 
Code. 

10. The peroentagss referred to in paragraphs 6 and 7 are leviable on the actual outlay 
bddked in tine aocoizDtSr i,e^ on the net outlay in case there are any refunds or writea-b^k. 
,ISFo item of expenditure shcmld be excluded from the levy on the plea that it involved Kttle or 
no departmental supervision^ oia, but the prescribed percentage charges for tods and plant 
should not be levied in tbe case of non-Govemment works on which tools and plant of the- De- 
partment are not used. 

1. t7nderthIsrti!e,evBnthecostoflandacqLnIredthxonghthe€3vi2Depftrtment is not exempt when it is ad- 
justedinthedivisionalaccoinitsaspextoftfaeecatQfanon-Goverttmeiitwork; bni;. if the estimate for the work 
does not iaclnde tbe cost of the aefnisition of the I&ud and this cost is not passed through the Pnbiic Works a<c- 
.oounte, no peroentage charge Is leviable on acooimt of it. 

11. Recoveries made in accordance with the rules in paragraphs 5 to 10 shonld be classified 
as indicated in clause (c) of statement E of Appendix ^ the adjustments being made in tbe 
accounts of the Divisional Officer, whenever the cost of work done is adjusted by charge to the 
deposit, remittance or other account concerned. 

1. An additional charge of 1 per cent, should be recovered in respect of works of the classes referred to ia 
items (V) and (s) of paragraph 5, and credited to the major bead ** 21. — ^Audtt ” t > cover the cost of and It and 
accotmm esf^bUshment. 

2. mthscaseof work done in workshops of a ffwoti-commerofal character, the percentage charges referred 
•to in paragraph 9 may be go ragnlated as to include this 1 per cent, even in tbe case of jobs eween ted fOr other 
dlvteionsordepaTtmentSjbothof the same province and of other provinces, but such recoveries shonW not be 
.credited to 21, — ^Audlt except In the cases referred to In Buie 1 above . 
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12, PiCcorcries cn ar c ount of ?t,‘rviLe? rendered by Special Officers other than Chief and Su- 

perintendinr Enginoe r^, do not appear in the accounts of the Divisional Officer in cases in vrhich 
there i> no i\orks eg., fcts for advisory work. Such fees should be paid direct 

into ttic tre-rt^uiT, to ca*dited to tlic he<id of account Tt-Iiich bears the cost of the establish- 
ment of tie Sjtecial Offic-CT conremed. mj that the cost of that establishment may be corre- 
MjK,*r.dingly r#<l!ifed, li^fore it is attributed over circles of superintendence, as prescribed in- 
par^grAph lo <a). 

13. In the case of lai^ge sur\’eys for new projects of Irrigation, Navigation, Embankment 
and Drainage Works, for whi« h siirial establishment is entertained, an addition of 5 per cent, 
to the co!>t of this establishment should be made in the Audit office to cover the supervision 
charges thereon. 


1. TJiii TiUp ui-tpUnf* also to wnrUahoiit* of a ^ i'wf-rorfinsorplal cliaractcr and to funune relk f v ortp, t ut the 
r;(?» jiA} ev#>n W than 5 pfrcw.t., ifso flv'd hy theIocalGo\emmeniit on a consideratifn of the 

fjHil-;; leauTi* ii\ f'j.c], (VP*. 

U. Thus ^ben the aecountj^ of tie year are about to he closed, the charges detailed below 
will xepnrsvnt the ie,>idua3 charge- to 1,^* apportiuncil to the several classes of works executed 
in the year, oriier than those for which eirher jiercentage charges were leA ied under paragraphs 
o to ft ami 13 or special establishment was employed (paragraph 3). This apportionment will 
then Le made in the Audit office as indicated in paragraphs 15 to 17 : — 

(<) Net charges booked under the minor head “ Establish-"^ 
ment’\ 

(i/) Grose cliaxges booked under the minor head “ Tools 
and Plant’', 

(iii the reroveries (on account of tools and plant funder several major heads^ 

chargfN) referred to in paragraph 10, whether f 
crediUti to '‘recoveries of ex|»enditure”, ‘*re-] 
coverics on it*vciuii* at'CLtunt *’ or receipts and re- 1 
(overiew on capital account . J 

I . Th.- rnit*? of apph uho fo rpifedonr for BaiJways, Military Works Services, Posts anr 

An*lue-»ln:»k.aJi>*.|^rtm*'Jit.wh»‘nuorkoftlK'S*'dC]jortmpntsUrarriedoii In anv circle of 
siil*r*r;nt.-ndcin'(-i*-a .‘tiirjdlnc:4rr.innfix.t ut. J’LiiROikdom t>r cu^Ionallj fcrthcscdepartment^seeiwra^aphS. 

15. (fl) The estabiisJhnQent charges to be distributed ^trorata will l)e 

The sum of residual establishment charges (ivdc paragraph 14^ in each circle-/ 
of puperintendence, plus — 

(1) A share of the Chief En^eeris establishment equally distributed over all the cir- 

efcto ; but if the Civil W orks branch is entirely separate from the Irrigation 
branch and has a separate Chief Engineer of its own, the cost of his establishment 
should be ^ributed over the circles of the Civil Works branch only, and that 
of the establishment of the Irrigation Chief Engineer or Chief Engineers over- 
the V‘ireJeR of tbo Imga^n branch only. 

(2) A of tte esUbISahinents of ConsultiEg Architects and other Special Officers 

whose junwbetfon extends beyoaad a circle of supe intendeuce, equally 
distnbuted ow ^ ^ ctiroh»; but. if ti» CM Works branch is entixely sepa- 
»tc from the Irr^tron branch, even though under the orders of a joint ChieF 
Etonoer. this establiiOunent shonH be distiibnted over the circles of the Civil 
Works branch onl>-. (i?ee *Lo parsgraph 12.) 

^ “ England (as booked under the detailed head 

Batatohj^t of the nunor heads “ Espenditure in England” and “Loss 
or Crain hy Exchange subordinate to the several major heads) distributed ‘ 
over aU circles tn the manner in(&ated in fj) alwve. 

Jfiaae— ^Kd^^hatges or establishments adjusted separately under paragraph 
. ^^^tooh and plant ehargw to be distributed pro rote ■wffl be the sum of the residual' 

I. For pnreljf Irriiaiim or mixt4 h.-isaiion and Civil Worla eirdea of auperintendenct. 

(u) The chviiiib^ egtft b hahment or coois snd pi^mt oh&rsrcs of e&cli rirplfl HhAnT/^ Ka^ 

a - (P^Toph^r^r^^^r^rrirttortt^; 
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(6) Jvo items of works expenditure recorded finally under the major head concerned should 
be excluded. 

(c) But, in order to allow for the cost of sujtervising the work of the purely revenue estab- 
listoent mentioned in paragraph 3, the works expenditure under the major heads XIII 
and ** 15 ” should, for the purpose of pro rata distribution of establishment charges, be doubled, 
and the extra establishment charges to these heads on this account should be deljited as He venue 
establishment charges under XIII *’ and “ 15‘\ This procedure assumes that the work oi 
the executive branch is eq.ually divided between maintenance and revenue. 

• 

IL For esirdes of mp^rintmdenot in iFhich tke onlif itork exmitod falls under (fiS Ciiil Tror/b^jf 

branch of the Department 

(a) The divisible establiKhment or tools and plant charges in all the circles combined should 
he distributed pro rata over the various major heads concerned (paragraph 14j on the basis 
of the works expenditure in all the circles ombined. 

(5) No items of works expenditure recorded finally under the major head concerned ehotdd 
be excluded. 


}?OTE — ^The debit to " 41. — Civil Works ” under tliiF rul<‘ J^honld Ite again distributed pro rata betiseoii ** 41 
— CSvlI WorkB"— ProvuiClal” and ^'41 — Civil Works — CVntr.il”, 


III. (a) If a purely Irrigation or mixed Irrigation and Civil Works circle of superintendence 
consists of divisions with largely varying conditions of work and the local Government is satis- 
fied that the adoption of the circle as the unit of distiibution, will, in a series of years, result 
ultimately in a disproportionate charge to the administrative aceounte of one or more important 
Irrigation, Navigation, Embankment or Drainage projects under construction in one or more 
divisions of the circle, it may order those divisions, collectively or severally, to be treated as 
a separate unit or units of distribution and the remaining divisions of the circle as another unit. 

(t) If this course is adopted, the annual pro rata distribution of the establishment and 
tools and plant charges relating to each unit, should be made as in clause I above, with the 
exception that the establishment chaiges to be distributed should be determined as follows : — 

(t) Take the total establishment chaiges in each unit. 

(if) Add to this a share of the establishments of the Chief Engineers and Special Officers, 
and of leave salaries paid in England, calculated thus — 

First determine the share chargeable to the entire circle of superintendence 
under rule 15 (a) (1), (2) and (3), Divide this among the units making up 
the circle, in proportion to tho works expenffiture under each head, as in 
clause I of this paragraph. 

(ii/) Then deduct the special and percentage charges for establishments adjusted sepa- 
rately under paragraphs 3, and 5 to 12 in each unit. 

(e) Orders passed by the local Government under sub-clause (a) above, will ordinarily 
cease to operative on the expiry of the third year subsequent to that in which the coostructioa 
estbnates ol the projects, who^ interests it was sought to protect, were oloeed, unless an earlier 
date has been by the local Govemmentw 

- 17. The “ Joint Revenue Establishment — “ XIII and 15 ” (vide Rule 1 under paragraph, 

(i) of a circle, or other unit of distribution, should also be distributed between the major he^a 
‘‘ XTTT " and “ 15 ” pro rata on the works outlay under the two heads. 

18. Finally, an additional charge of 1 per cent., to cover the cost of audit and aocaunte- 
establishment, should be levied on work done for Raiiwayfii, Military Works Services, Posts and 
Telegraphs and the Archssologlcal Departments, when works oi these departments are entrusted 
to the Public Works Department, as a standing arrangement. 


19. The apportionment should not be carried further in the regular accounts, but in the* 
pro formd (Administrative) accounts of individual productive or unproductive projects of 
Icxigation, Navigation, Ehnbankment and Drainage Works, prepared annuaUy by the 
Accountant General, suitable additions to the outlay on the projects should be made to cover 
the cost of establishment and ordinary tools and plant. On the basis of the figure of the 
establishment (or tools and plant) charges in each circle, or other unit of distributim as finally 
booked under the major head concerned, should be determined the percentage (to 4 plaoes of 
decimals) wMoh that figure bears to the total works outlay finally booked under that head in 
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tlse unit cr ncemed. The efitablishment (or tools and plant) chaige on a^jconnt of each project 
onder that head should then be calculated by multipljing the -works outlay on the project 
by thw percentage. 

1. In thf AdminMratiTc « cf Iiriraticn.Nivijritian, Bmbanlcinent and Drainage Works an indirect 
of Ip'^rrfnt.^rmaccoTuit of andltnnd accounts* !tibU?hTi‘mt, should be leyied on the works ferpenditare 
AT tJv* year. • 

20. The foregoin^^ rules do not apply to CiTil Works carried out by the MiKtary Works Ser- 
vices an the North-West Frontier Province, or to Inigation works in Baluchisto, which are 
Ijovemed by special rules. 

21. For pu™^ of audit, or of allotment of funds, it is not necessary to include in the 
estimates for individual works, any provision on account of establishment and tools and 
plant charges, unless peroentage charges are kviable, under the rules, on actual works 
expenditure. See also paragraph 273 of this Code. For administrative purposes, such provi- 

in the project estimates for irrigation voits ; ride paragraph 215 of the 
?nbhc Works Department Code. r -e e 



INDEX 


Thteifflto dealt oiriy with tee rttlei in itesmralClairtm and dees not cover ite Appoidicei. Khaa 
been compiled soie^ for the iHiipota of references and no expression used in it thoaM be contidveo 
as HI any way interpretii^ the rules. 


A 

Paragraph. 

Abstract Book— 

Form and use . . . , 

572 

Abstract of Stock issues— 

Form and posting of quantities . 

186-188 

Posting in Half-yearly Register 

of 

Stock 

201 

Submission to divisional office 

541 

Valuation .... 

.197-199 

Abstract of StMk Rectipis— 

Form and posting of quantities . 

.188-188 

Posting in Half-yearly Register 

of 

Stock 

201 

Submission to divisional office . 

541 

Valuation .... 

.197-199 
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Do. of Divisional Ac- 
countant 500 
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rials Account. 
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Accounts o! Divisional Officers— 

Sec Monthly Accounts. 
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Imprest Cash Account. 

Closing of — for a month , . 538,543,544 
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watching of actuals . . . 123 

Expression “ Assets ** defined . , 14 
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contractors 299, 350 
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for— 556 
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Aif#tN«b ...... 106 
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Auditor General- 

Competent to amend the rules of this 

Code 

Determines the form of accounts 
Frames rules regarding nature and 
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Statutory functions of — . 

Aff^Kof General’s Rules— 
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See Vouchers, Pay and Mowanoes, 
Pay Bills. 

Book Transfer- 

Expression — defined 

S^ uUo Remittance Transactions, 


Canons Of financial propriety ... 110 

Cantonment Fand Works. See Local 
Fund Works. 

Cam'j^ and InddentaS Cimrges. Sec 

Classification of Transactions. 

Cash- 

Accounts. See ** Cash Book and “ Im- 
prest Cash Account.” 

Appropriation of departmental receipts 
to expenditure prohibited . . 130 

Cash Book. See Cash Book. 

Delegation of functions of payment to 
subordinates . . . " . . 127 

Disposal of surplus — in hand . . 137 

Estimates of receipts and expenditure . 135 

Expression — defined . . . 126 

Imprest Account. See Imprest Cash 
Account. 

Limit on i^ubdi^isional Officers’ draw- 
ings 136, 141 

Modes of obtaining — from treasuries .129—134 
Money obtained on bills drawn at 
treasuries should not he mixed with 
ge]^ralea6h . . 132,509,525 

Obtaining of — from sub-treasuries . 131 

Obtaining of — from treasuries of other 


provinces .... 

. 133, 134 

Payments — 


Manner of payment 

.148-150 

Petty payments should be made in- 

- 137 

Prompt record in Cash Book . 

128 

Remittances to Treasuries 

155 

Remittance Transfer Receipts . 

149 

Vonohers. See Vouchei’s. 


Private — should not be mixed 


withptthlw^ — 

f28 

Prompt record of trauflactions 

128 

, Receipt of money— 


Account procedure . 

.144—146 


Appropriation of receipts realised to 
expenditure in the Department is 
prohibited. Exceptions . . 130 

Disposal of receipts. . . . 147 

Officers authorised to receive money 145 

Posting in cash book . . . 128, 144 

Procedure when receiving officer is 
not m charge of a Cash Book . 146 

Receipt Books . . . .168—170 

Receipt to be granted to payer . 144 

Resource estimate .... 135 

Temporary Advance Account . . 167 

Verifioatioii of ^ — in chest with Cash 
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Form and preparation 
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Submissioii of — to divisional office 
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A most important record . 
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Balancing, monthly, essential 
Balancing, and noting of result . 
Checking of “Bank or Treasury” 


160 Rule 4 


Checfo'ng of deductions made from 
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Cheeking of tdtals ... 160 Rule 3 

Checking with vouchers . . 160 Rule 1 

Date of closing of — . . . 161, S3B, ^ 
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Disbursing Officer’s responsibility for 
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Form of — 156 
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Rectification of errors ..." 159 
Verification — 

Certificate of count of cash . . 161 

Differences found on actual count . 162 

Instructions for verification . . 1^ 

Monthly verification . ! . 161 

Of totals of Cash Book ... 160 

Casual Labour R(fil . . . 278(fi) 

Cemetery Emtowmenfs— 

Annual Account of — Submission to 
audit 592 


Central- 

Expression — defined 


20,88,91 


Cheques— 

Accounts classification of — drawn on 

treasuries 488 

Cancellation of — . . . . 143 

Cheque Book 168—170 

Currency expires after 8 mouths . . 142 

Delivery through subordinates . . 160 

Drawn on sub-treasuries . . . 131, 140 

Drawn on treasuries of other provinces 1 33 
Lap^of— . T . . . 142 

Lii^t on Subdivisional Officers’ 
drawings . . 136, 141 

Payments should generally be made 
by- .... 134Rttte1,148 

Petty sums payable in oash . . 137 

Renewal of — 142 

Rules for guidance in drawing — . .138—143 

Settlement of account (of cheques 
drawn) with treasuries . . .557—560 

Should not be drawn until intended 
to be paid away .... 150 

Statement of — drawn during Maidb . 579 (b) 
Verificsti(m of Cash Book poerings in 
“ Bank or Treasury ” column . . 160 


Book tedances 


. 161, 162 
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, Paxagrapb. 

Chequf Books and Rooelpt Books— 

Coa at on receipt , . . . 169 

Form of — 168 

How obtained 168 

Intimation of number o! cheque book 
to treasury before bringing it into 

UitO 140 

Maintenance of a register and its 
review . . . . . .593-^595 

Register of — , Porm'^and maintenance 
of — . » . . ' . . SOS—SSS 

Return of counterfoils of used books to 
divisional office and watching the 

same 170, 593 

^Scrutiny of counterfoils of used* books 593 (C) 
Treasury officers to furnish quarterly 
lists of books supplied ... 594 


of 

Additicmal charges for materials issued 
to contractors .... 312 

Books and ^riodicals . . 518Ro9«1 

Oamp equipage, drawing materials, 
motor cars, office furniture, scientific 
ittstrumente of Direction and special 

offices 535 

(Carriage and incidental charges . 198, 228, 379, 

567 Rule 1 

Gash recoveries and payments on behalf 
of other divisions, departments, etc. 488 

Cemetery receipts . 250 Rate 2,563 (d) 

CSiaiges for examination of soil . . ^ 

Qiarges for land and quarries for road 
meUl digging .... 23^ 390 
CSiarges for land for manufacture 

qpeiatioQS 2 

Ciutfges Imrlaod for works . . . 483 

for prison labour , . . i 

Guurgss of whioh the aBocarion is not 

known 412^ 4|3 

Chemicals for ferro prints . . 518 Rote 1 

Cheques drawn on treasuries . . < 

Cteises cl transactions adjusted finally 
in DiviMonal Accounts , . " 82 

of transactions parsed on to 
other offii.*es for adjustment . . 82 

Clarification heads prescribed for 

works of other dc^rtments are 

intimaW by Au^t oiTO . 87 Rote 3 

repairs and renewals of 
ytes and spedal plant .... 

w and ^ants%'aid . . 458,459 

Coat of olibferie energy . , 518 

<M of laud acquired and establishment 
flhargN. etc., in conuectfon there- 
IritK . . . . iTXiMe 2.483 

Beporite V ... ^ W 

Iteposit works . . . 41 tL 4 i!^ 4 S 3 

Detailed^ eWffijarioo, rules for. ^e# ^ 

lloj^ expwaiitare on stores and on 
teanaalaries. 1l8,120b419 

bdkm cbaiiEM cm Ka^tsk stores . 4 ^ 42f 


Paragraph. 

Olassifieation of Transactions— co7i£d. 

Local Fund works (i.e., Cantonment, 

District, Municipal and Port Trust 
Fund works) 250 Rule 3, 462, 466, 467, 471 
Local Loan Works . . . * . 473 

Loss or gain on manufactures . . 396 

Losses, retrenchment and errors, etc. . 411 

Manufacture Accounts . . . 394 

Medicines and hospital necessaries 518 Rule 1 
Municipal rates and taxes on resi- 


dential buildings 
Non-Government works 


381 

462, 467, 471, 473, 
477,480,481 

Ordinary tools and plant . . , 216 

Payments into treasuries . . . 4^ 

Payments to work-charged establish- 
ments 306 

Purchases of materials . . . 398 

Receipt and charges on account of stock 

materials 405 

Receipts and expenditure of workshops 433—435 
Recoveries for audit and accounts estab- 
lishment ..... 563 (d) 

Recoveries of expenditure . . . 

(;9ee also Statement E of App. 4). 

Recoveries of Income Tax . . . 563 (dl 

Rent of hired buildings and lands . 4M 
Revenue receipts and their refunds and 
remissions .... 248,250,262 

Sales on credit 409 

Services rendered or articles supplied 
to other divisions, departments, etc. 487 

Special incidental charges on manu- 
factures ..... 389 

Special tools and plant . , , 21$ 

Stationery .... S18 Rule 1 

Stores obtained from England . .417—425 

Stores purchased for genera! use of 

stock 174 

Stores purchased fox works 174, 312, 317 

Sasi«nse Accounts (Purchases, Stoc]^ 
Miscellaneous P. W. Advances, 

Inndou stores and Workshop suspense) 397 

^^rvision charges on stock sold . 196 (c) 


T^skavi works 


offices 

Tools and Plant of Divisions 
Transactions are grouped under certain 
heads of account . 

Transfer of lands and buildings . 
Water courses .... 
Workshop jobs . . . » . 

BlassIM Abstract of Expenditure— 

. Fom and prepararion 
Submission to Audit . 


BMagoraocoffnte— 

, See Accounts. 

C te M m s reM Dewrtgwtit- 

S*pre«sica» — defined 
Property transferred to a — should be 
charge for 


4n,480 

535 

216 

85-91 

486^ 

'481 

426-428 


574 


IT 
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INDEX* 


Paragraph. 

Commercial UiKtertaking^? 

System of accomitB is prescribed 


locally 431 

Communication of sanctions— 

See Sanctions and Orders. 

Completion Report .... 3£4 

Ccirpkticn StalcmEnt of laoiks and 
Repairs 364 

Consoiidatei! Treasury Receijjt— 

Fonn and submission to trea&uiyj . 558 

Submission to Audit .... 574 


Gontii^encies— 

See Contingent Charges. 

C^ngencies (Works)— 

Charge to — on account of losses of 
materials ..... 359 (d) 
Charge to — on account of expendi- 
ture on parts of work rebuilt . . 336 

Expression — defined . . . 18 

Contti^^ont Charges— 

Bills for rewards for passing examina- 
tions, to be pre-audited . . . 520 

Bills should he signed by Dmsional 

Officer 578 

Cash drawn on bills, not to be mixed up 
with general cash .... 132, 525 
Contingent bills include also grants-in- 
aid^ supi^ and services . . 521 

CounterBlgnature of bills . . • 519 

Expression — definedj > . . 518 

Form of bill— t K 

Special and Direction offices * . 534 

When cashed at treasuries , . 524 (a) 

When cheques are drawn. , . 522(b) 

(jeneral Rules . . . 517 — 521, 534 — 536 

Modes of obtaining cash * . . 516 

Payment from imprest . . . 523 

Procedure for obtaining cash by cheques g 522 
Procedure for obtaining cash on bills . 524 

Service stamps, payment for . . 523 

Special and Direction offices • .534 — 536 

Stock and adjustments — i 
S’^en bills are cashed at treasuries 524 (d) ! 
When cheques are drawn . . 522 (b) 

Submission of bills of — to Audit . 574 

taSfaetlandLContractor— 

Expressions — defined. . . . 19 

See afso^Contraetors. 

Cofitraetors— 

Additional charges for materials issued 

to— 312,337,360] 

Adjustment of closed accounts . . 347, 449 

Advances to — how posted in Wortsl' lb f 
Abstracts .... .342—344 

Aidto— 299 


Paragraph. 

Contractors— cowld. 

BilJo of — Form, preparation, exami- 
nation and pajmient . . .284^298 

Bills of — Scrutiny of measurements 

and rates 292— 294 

Closing of — account . . . 347, 358 

Financial aid to — . . , . 299, 350 

Foims of bills and voucheiB . .284—291 

Issue of maierjals, Accounts pioce dure .310— 314 
Issue of materials, geneial conditicns . 3C8. 3C9 
I^ue of materials, ictum of surplus 

materials 315 

Labour bupphed by — . . . 279 

Ledger—, ,6 Contractoib* Ledger. 

L.abihties incuiicd on beLaif of — . 299, 350 

Om.bsion of picb (and annasy in pay- 
ments and bills . 293 Rules 1 £ril 2 

Payment of Advance Payments . . 297 

Payment of running bills , .296— 288 

Payment of Secured Advanced’ , . 298 

Payments should generally he made ly 
cheques ... 134 Rule 1, 148 

Precautions against double payments . 235 

Rates to be charged to — for materials 
issued ...... 308, 309 

Return of surplus materials^ . . 315 

Tools and Plant lent for use J * .^218,316 

^ee also Tools and Plant. 

Watch over balances of — accounts . 348 

CoRiractors’ Ledger- 

Balancing and rectmciliarion « .374— 37T 

Debits based on transactions recorded 

accounts 370 

Form and use . . . . • 367, 368 

Liabilities not liquidated, to be excluded 370 

Local audit of — • • ' . ’ ^ 

Maintenanc*e of* — in subdivisional 
office is not necessary • - * 369 

Petty Contractors^ Account . - 372, 373 

Poetingof— . • • .369—371 

Resrionslbilitles of Divisional Accoun- 
tant ...••• 376, 377 
Review of unsettled accounts . • 580 

Scrutiny by contractors • . • * 

Submission of extract to Audit . * 577 

Value of work done to be credited on 
payment of bills , , . • 370 

Corrections in AccouRts— 

Cash aecounhi . « . « • 1**5, 162 

Collections adv-btd by Audit office • 585 

Divisions 1 aecountb . , . • 585, 

Stores atcountb 190, 212—215, 233, 234, ^ 
Works accounts . . • • 

Ste also Transfer Eutries. 


D 

Dateoldosii^ef Aocoimls— ■’ ' ' 

iLCftsh and .‘*tocU accouuU of diTisjcnal 
office * • “ • 


543 


INDEX. 


Paragraph. 


Dtfe of of A€c«anfe--co«fi. 

Odflh and stocsk accounts of Suhdivi- 

sicnal ofHce 538 

Transfer Entiy Book .... 544 

Dopartment— 

Expression — defined . 21 

Departmental Head— 

Expression — defined . . 86 Rule 1 

Departmeiitai Labour- 

Payments made on muster rolls or 
casual labour rolls , . . 278 

Becord of unpaid items . 278 (d) and (e) 

Deposits— 

Classes of— .... 441 

Classification of — . . . .441,448 

Contractors’ closed accounts . . 449 

Convnnnon of cash deposits into Interest . 

Bearing Securities . . * . 445 

Bepgsit l^gister .... 453, 513 

For vorks 448 

iS'ee fdso Deposit Works. 

Interest Bearing Securities — 

Accounts .... 456, 579(c) 

Examination of accounts of — daring 
subfliTislonal inspections . 102 Rule 2 

Recognised forms .... 443, 444 
Lapsed and confiscated deposits— 

Repayment of ... . 452 

Time limit for lapsing ... 451 

Miscellancoua Deposits defined . . 450 

R: liedule of Deposits . . 454, 455, 574 

Security Deposits— 

AecouuU of Interest-Bearing Secu- 
rities 456 

Oouversion of cash deposits . . 4^ 

Deposit Register .... 453, 5^ 
Intetfat-Bearing Securities . . 443 

lUpaymeot . . * • . . .447 


D^Ras^ . 453,454,563 

DappfitWorks- 

Aeemints clMsification of deposits and 
exsxmdJture , . . .82,448,462 

Accounts classification of expenditnre 
in excess of deposits . . . 410, 462 

Account# proocdane . . . .463—465 

Adiostment of percentage charges 464, 465, 
562, 565 Rule 2 

Expresrioa — defined ... 22 

Posting in Deposit Register . . 4S3 

Pobting in Sohednle of Deposit 
Woxks .... 4^ 463—465 

Pro:?edure for recovery of deposit , 482 

Proscrens report of expeadirijre on — , 
submission to Audit ... 574 

Eefand of uocxpended balance , . S6SL 463 

Sch^uleof— . 453 ; 483-466, 683-^ 

IMilNicmirRactvd^ - » . . 596 


Paragraph. 

Dolled Completion Report 364 


Changes in the standard list are made 
by Accountant General ... 87 

Expression defined . . . . 23, 86 

Standard Jist of — See App. 7. 

Subdivided into service heads and 
.departmental heads ... 86 


Detailed Statement of Expenditure of ,, 

Materials compared with estimated 
requirements- ^ 

Form and preparation , . .318 — 320 

Devolution Rules— 

Expression — defined ... 24 

Direct Charges and Direct Outlay- 

Expression — defined ... 25 

Pertaining to Manufacture Accounts . 388 

Pertaining to Workshop Accounts . 433 

DirecHon and Special Oflfice(s)— 

Classification of Office furniture, etc. . 535 

Contingencies and supplies and services 534 — 536 
Expression “ Direction office ” defined 26 
Expression “ Direction Officer ” defined 27 
Head of — not concerned with execu- 
tion of works or disbursements. . 527 

Mode of obtaining cash from treasuries 529, 530 
Pay and allowances . . . .531—533 

Receipts realised by — should he remitt- 
ed into treasury .... 528 

Rules for accounts of Tools and Plant . 536 

Direct Reedpis— 

Expression — defined , . 28 

District Fund Wcrics— 

Bee Local Fund Works. 

DhriisioRa} Accountant- 

Attestation of corrections in accounts . 586 

Check of Works Abstracts . . . 352 

Control over cheque books and receipt 

books 593 

Control over Subdivisional Officer’s 
drawings . . 136,141,549 

Dutie# as a primary auditor 39 (a) (!i), 190— ' 
102, 546—556, 567 Rule 1, 591 Rules 
Employ^nt of, clerks as Accountants 
in a divisional office . . 98 Rule 2 

Eufacing of vouchers checked , , 555 

Functions of — . . • ^ d eeq» 

Inspections of subdivisions . ' . .102 

May sign Advices or Acceptances of 

Transfer Debit or Credit . , 499 

Pooition analogous to that of a Sub- 
divisional Officer .... 99(e) 

Postedtooachdivisioual office . . 93 

Precautions agamat second claim . 543 

Prompt settlement of renrittanoe tran- 
saetions 581 
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INBEX* 


Paragraph. 

^Divisional Accountant— 

Responsibility for accuracy of Schedule 

Dockets 561 

bringing corrections advised by Ac- 
countant General to Divisional ^ 
Officer's notice , . . ^ Rule 1 

bringing irregular transactions to 
notice of the Divisional Officer 109 Rule 2, 552 
.checking of - expenditure against 
specific appropriations made by 
Divisional Officer . . . 101, 115 

recording orders and sanctions in 
suitable registers . . . 550, 553 

remittance transactions . . . 500 

watching recoveries ordered , . 553 

tmvouehed and stock charges . 561 Rule 1 

^Responsibility in regard to assessment 
and revision of rents of residences 591 Rules 
Contractors’ Ledger . . . 376 

^Responsibility regarding unauthorised 
expenditure against savings and 
recoveries 554 

^view of Measurement Books , . 283 

Review of Register of Stock . . 205 

JRules regarding the establishment 
of — (<See Appendices 2 and 3) . 98 

.Scrutiny of bills drawn at treasuries and 
of accounts of the disposal of money 
obtained .... 545 Rule 1 

counterfoils of used cheque books and 
receipt books .... S93(C) 

.divisional office transactions • « 547 

'peri>onal claims . . . 545 Rule 2 

sanctions, oidere and transactions . 100, 101 
service books, leave accounts, etc. 545 Rule 2 
sabdi visional a*-*counts . . 101,546,552 

subordinates’ accounts on behalf of 
Divisional Officer , . , 101 

vouchers and accounts 99 — 102, 645—556, 591 
Senior member of the office establish- 
ment of a division .... 99(C) 

Settlement of i*eraittance transactions . 581 

Should be conversant with all sanctions, 
orders and proceedings affecting esti- 
mates and accounts . . . 99(b) 

'Signing of Monthly Aceomiis . . 578 

•Three foldfunctioiiy of — , as accountant, 

auditor and financial assistant . . 99(a) 

Transfer of charge of — . . . 596 

Verification of applications for leave 545 Rule 2 


Paragraph. 

Divhional Officer— conid. 

Passing of excess expenditure on 

Works 109, 363 

Relations with Divisional Accountant 98 — 103 
Responsible for financial regularity of 
transactions . . - - _ ; 

maintenance of accounts of the divi- 
sion • . - * .* .9^95,^ 

submission of accounts to audit - w 

making accounts available for audit 
inspections . . • * W 

acquisition, custody and disposaJ of 
stores. . . • • ‘ 

Responsibility for disposal and clearance 
of audit objections . • • *106 — 198 

recovery of debts due to Govern- 
ment 

verification of cash and Cash Book . 161—162 
watching progress of expenditure - 122 

Responsibility in regard to arrears in 
accounts * . • . • * 

eommunieation of sanctions and 
orders to Audit Office . - . 10^ 108 

Responsibility in respect of transfer 

entries 

Responsibilities regarding Irrigation 

revenue 

Review of Register of Stock 
Register of Works .... 

Vouchers ,..••• 

Scrutiny of Accounts, Report of . 

Signing of Contingent Bdls 
Signing of Monthly Account 
Watching of suspense accountsr— 

Contractors ” and Labourers ” 

Divisional Officers, Report of Scrutiny of 
Accounts ^ 


244 

252 

20S 

356 

578 

578 

576 

578 

348 


Division and Divisional Office— 

A Divisional Accountant is posted to 
each — 

— detined 


E 


English cost of stores— 

Procedure for accounting for— 119, 120, 417— 425 


Divisional Officer- 

Closing the accounts of works. Respon- 
sibility of — re . . 356 Rule 2, 357 

Disbursing Officer of the division 93, 127, 274 
Examination and adjustments of trans- 
fers advised by Audit Officer . . 497 

Examination of Registers of Works . 356 

Examination of Works Abstract , . 353 

Expression — defined ... 30 

Investigation of charges under ** Addi- 
jjional charges for materials issued to 
contractors 360 

May , seek advice of the Accountant 
General 103 


•nglisli Expenditure— 

Includes cost of English wtoves ond 

leave salaries paid in England . ■ 

Procedure for accouniing . 119, 120, 417—425 
Reciuires separate provision of funds . 118 


Errors, corrections— 

Su ('oiTectio]i& ill Accounts. 


Exaininatioii of Boil— 

Charges for — 

Execution of Govenwient worts by local 
boefe 
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INDEX. 


Paragraph. I 

Ex^l^re— 

Engl&Ii Lv'tV aaoiinud for , . 119 , 11 M 

ly Dir'a.urai Othcer. *S’it 
WorU Al‘btractjf, Eet'-feters oi Wciks, 
Vouslcit^. 

Erpressiou ~ defined ... 02 

General conditions for incurring ex- 
penditure 80, 110 

On ■vvorlra. Su Work;* Accountb, 

Securiiy ( d Divisional Accountant .546—554 

WatchiuiL' of — against giants and 
appropriations ", . , .122—124 

Expenditure in Et^land . . 118, 120, 425 

See also English Expenditure. 


Para^ph, 

eranf— contd. 

For English expenditure . . .118—121 

Modes of distribution of — . . 112 

Procedure laid domi by the Govem- 
nient concerned . . . . 11T 

Separate provision is made for Indian 
and English expenditure . . . 118^^ 

Sub-divided into units of appropriation 111 
Watching of actuals against — . .122 — 124* 

Grants-in-aid— 

Cla&silication in Public Works accounts 383 Rule* 

1,459 

Form of bill for — .... 521 

I Inclusion in Contingent Bill . . 521 


Extent el Auifit- 

Agjaiiiftt appropriations . . . 115 

Against contract agreements , 105 Rule 2 

Agaiiist Divisional Odieeris sanctions 105 Rule 1 
Of expenditure against grants and ap- 
propriation ..... 115 

Prescribed by Auditor General . . 3,06 

Extfiet tram Contraciors’ Ledger- 

Form and submission to Audit . . 577 


F 


Government Securities .... 443; 

Ste also Deposits. 


H 

Hand Receipt- 

Form and use of — . . . 284, 200, 304* 

Half-Yearly Balance Reium of Stock- 

Form and maintenance . . . 180' 

Reconciliation with Register of Stock . 202 

Submission to divisional office . . 542: 


Final Payment— 

Expieaaion — defined ... 31 

Form of bill printed on yellow 

.... ^b) and Note 

Procedure for obtaining acknowl^g- 

meat 205 


HaK-Yeariy R^jster of Stock- 

Form and maintenance 
Local audit of — 

Review of — . , , 

Submission to Audit . 

\* 


.200-206: 

584Riilet 

205 

584^ 


Ffnancialyem— 

AppfEopriaticfliB and re appropriations not 
pemWible on expiry of — . . 1|3 

Bfttores of appropriations lapse at end 
of — ...... ‘114 

Cash and Stock accounts close on 3Ist 
March, transfer entries permissible 
for mut months . . * , , -f « 582 

Closes on SUt 31areh , , , .114, 582 

Fiwrtml— 

Of accounts, determined by Auditor 
Oener^ 3 

Of acoounts, registers, and schedules 
See the headffig lor the name of the 
form concerned. 

Of Bffift and Vout hera. Ste Vouehets, 


I 


imprest Gash Account— 

Account of Temporary Advances 167: 

Acoountjprepared in duplicate . 164 

Date for rendering the account . . 164- 

Expression “ linjtteBt *’ de^d . . 163 

Expression ** ^mporary Advance ** 

defined 167 

Form of account .... 164 

Maximum amount of an imprest * . , 163 

Posting in Cash Book . . . ^165' 

Responsibility of imprest holder for safe 
custody of imprest .... 166 

Scrutiny by recouping officer . . 165 


Firadamonlal Hidii- 

Expression — dtffin&d^ ... 3^ 


0 

Giaiit— 

Audit of expi^ndlture agaiat — . , t15 

Expression — defined . . .33,111 


Inclusive Rale of Cbsl— 

Expression — defined . . , 34, 53 

How to strike — in acoounts of works 33^ 335 

353 

ladents— 

For serrice postage stamps . 523 Rule t 

For stores . * , . .181—183 

For stores to be obtamed from En^and 120 Rll|to 

s;4^ 
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INDEX. 


Paragraph. 

Indent for Service Postage Stamps— 

Form and procedure . . . 523 Rule 1 

I ndent for Stores— 

Form and preparation . . -181 — 183 

Indenture for Secured Advances— 

Form 298 

Indirect charges and indirect outlay— 

Expressions — defined ... 35 

Pertaining to ilanufactnre Accotinte , 389 (c) 

and (d) 

Pertaining to Workshop Aoconnta 433, 437, 439 
Indirect Ree^pts— 

E 25 >ression — defined ... 36 

f nevifabie payments • 110 Rule 1, 349 

Inspection Report- 

Disposal 106—108 

Draft to be discussed with Head of the 
office 104 


Paragraph. 

land— 

Charges for — for kilns, etc. . . 239, 389, 390 
Rent of — payable by department oc- 
cupying it 484 

Und,Kmns,etc 239,389,390 

Ledger Account of Endowments— 

Form and upkeep .... App. 5 

List of Accounts submitted to AudR— 

Form and submission to Audit . . 574, 578 

Local Aulfit— 

See Audit Inspections. 

Local Fund Worlcs— 

Accounts procedme when expenditure 
is authorised against bslaaoes in Qot** 
emment treasuries - # . .467—471 

Accounts procedure when depositB at© 
received by Divisional Officer • .462 — 488 

Adjustment of percentage charges 46$, 47(L 
SOIL 565 Rulii 


Interest Bearing Oacurities— 

See Deposits. 


Local Government— 

Expression — defined , • • 41 


Intermediate Payment- 

Expression — defined ... 37 

Forms of bills 286—288 

Issue of Materials to Works- 

Direct to works. See Materials Ac- 
count. 

‘ To contractors. See Ooutraotore. 

Issue Rates— 

Expression — defined .... 38 

Fixing and revision of — . .193, 194, 203 

Precautions, when the Issue rates are less 
than the market rates . . . 195 

Revifi^of — 205, 206 


Local Loan Worici— 

Acoounts dassifioatiou and prooedure . 47^ 474 
Adjustment of percentage charges 474 Rode 1, 
56SS, 565 Rl^ 2 

Expression — defined . • . 42 

General rules . . . - . 472 

Ifimit of expenditure .... 4T2ir 475 

Loadim 8tof8s*(S!isp«ise)— 

See Soapense Accounts. 


Loss or gain by Exchange • . .119—121 


M 


il 

4ob8— 

See Workshop Accounts. 


L 

Labour- 

Departmental — accounted for on 
master Rolls or OasuaJ labour Rolls . 277, 278 
Divisions in Works Abstract . .334—335 

Expression — defined ... 39 

Labonrers employed through contractors 279 

Land — 

Adjustment of cost . . . • 483 

Adjustment of charges for establishment 
and eontangencies connected with 
aoquisitiaa . . . 273 Rule 2, 483 


Major Estimate- 

Expression — defined 
Form of Register of Works 
Form of W<&s Abstract . 

Materials Account fot — 

Subheads of — in Works Abstract 

Major Head— m 

Expression — defined 

Mamifacture Aocounf^ 

A<^cmnts classification . « . 394 

Account© of ewnditore maintained as 
lor wort^. Exceptions . . . 365, 366 

Accounts of road metal digging not trea- 
ted as — 390 

Qoaing of accounts , , . , 387, 396 

Each manufacture req^mies a separate 
aoccront .... 384 

Expenditure ohargeabie to the account 
of the operatioa ...» 388^ 389 


43 

354 

328 

318 

330-338, 

346 

. 44,86 
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ETOEX. 


ParagrapLi, 

WiB i iicto 

Tot job* executed in Bmall shops - 430 

Pfoeedure for adjustment of loss or 
gain 396 

Procedure for recording manufacture 
transactieas in Stock Accounts . 395 

Elites for special incidental charges on 
landt kites and special plants, etc, . 389 

Valuation of outturn , . , .391—393 

Maifcff Rale— 

Expression — defined ... 45 

Issue Rates should be within — . . 193 

When should stock be issued to con- 
tractors at — . . . 195, 308,309 

Mileriab Acceuni— 

Cases in which — may be opened for 
minor estimates . . . .318,339 

Cloeing of — on completion of work . 359 

Dietaited accounts of materials issued 
direct to Works . . . .317—320 

Bisposd of surplus materials . . 321 

Kniucied control of Ilinsional OjBficer . 319 

Forms — 

Detailed Statement of expenditure of 

materials 318—320 

Register of Oearance of Materials 

Account 326 

Reports of Verification of unused 

Materials 322—326 

Opening of — in Works Abstract 339, 335, 345 

Review of — 580 

Sources of receipt of materials . . 317 

Verification of unused balances . .322—326 

Itemremeiit BotMc— 

toiorsemcnt in — on making pay- 
ments •295 

Vom and use .... . 280 

Metau^meni of materials received . 180, 281 
Measun^ttts of Road metal received . 2 ^ 281 
Measureuients of works done by depart- 
mental labour . . " • • 278 (g) 

Measurements for work done • ; 280^ M 

Procedure for recording Measurements 281 

Procedure of examination and pay- 
ment of bills , . . . .293—295 

Eeriew of measurements . . . 

Scrutiny of entries in — on preparing 

bilk 292 

Staadsird— . * # . . . 282 

8 abmii>sion of — to divteionalolSoe with 
bills 294 

MfiimaiidHQqiiM 

Aecounts classification . . 518 Rule 1 

iabeor 882 


Xims'w ^ defined ... 46 

orm of Recister of Works for — . . 354 

orm of Works Abstract for — . . 328, 339 

rjfaterUte Aeeoimt for -- ... 318 


Paragraph. 

Minor Hend — 

Expression — defined * . -47, 86' 

Miscellaneous P, W, Advances (Suspense)— 

See Suspense Accounts. 

Miscelianeous Returns .... 584* 

Monthly Accounts— 

Abstract Book, Form and use of . . 572‘ 

Compilation of Classified Abstract of 

Expenditure 569* 

Compilation of Registers and Schedules 563—568' 
Compilation of Schedule Dockets . 561, 562' 
Date of submission to Audit . . 574 


Documents submitted to Audit . 

.574-578 

Incorporation of sub-divisional 


Accounts in — 


545 

March Accounts, Special points re 


579' 

Preparation of Monthly Account 

.570-573 

Submission to Audit — 



list of documents . 


574 

Siguing of — . 


578 

Special points for March Accounts 


579 

Vouchers sent with — 

* 

576* 

Municipal Debentures . 


443’ 

See also Deposits. 



Municipal Fund Works— 



See Local Fund Works. 



Municipal Rates and Taxes . 

, 

381 


Muster Roils— 

Form and preparation . . ,277 — 278 

Record of progress of work done , , 278(g) » 

Record of unpaid items . 278 (d) and (e), 

w 

K 

Non-Government works— 

Accounts classification of Contributions^ 
from Central or Provincial venues 
' to Local Funds .... 458, 458' 
Cantonment Fund Works. See Local 
Fund Works. 

Deposit Works. See Deposit Works. 

District Fund Works. See Local Fund 
Works. 

Estimate of cost is necessary . . 461' 

Include Deposit Works* Loeal Loan 
Worits, Takavi Works , . . 357 * 

iuocal Loon Works. See Local' Loan 
Works- 

Municipal Fund Works. iS^ee Local 
Fund Works, 

Percentage charges for l^tablistenent, 

I Tools and Plant, etc. 27^ 328 Rule 1, 464, 465;. 

476, 474, 47Bi 562, 565 Rule 2 
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Paragraph. 

Npn-Government Works—oon^;. 

Fort Trust Fund Worts. Bee Local 
Fund Works. 

Takavi Works. Btt Takavi Works. 

Transfer of works free of charge to local 
bodies does not necessitate adjust' 
ment in accounts .... 460 

Water courses 481 

Non-Vototf— 

F^^ression defined . . . 48, 90 


0 

Objection Statement— 

Be& Eesults of audit. 

On Acconnt Payment- 

Expression — defined ... 48 

Forms of bills . . . 284, 288—288, 291 

Operation— 

Account of expenditure kept as for a 

work 385 

Expression — defined ... 50 

Operation charges . . 388, 389, 435, 436 

Outturn— 

Account of — from manufacture 385, 391—393 
Expression — defined ... 5l 

Valuation of— 391, 393 

Outturn Statement of Manufacture- 

Form ^nd use , . . . . 392 


P 

Pass Books (for cheques)— 

Form and upkeep .... 559 


Pay Bills— 


Paragraph. 


Gassification of — . . . . 884, 505. 

Encashment of — . 506, 507, 530 

I’orm 513, 531 

Preparation . , . 502—505,531,532. 

Becoyeries from — of estahlishment . 510, 533 
Special arrangements for encashment 
and disbursement .... 511 

Work-charged establishment. Form 


of— 302 


Paynteate— 

Bills and Vouchers — 

Vouchers, pay and aUowanoea. 

Delivery of cheques through subor- 
dinates 158 * 

Examination and payments of Con- 
tractors’ bills . . . *292—298 

Forms of Ccrntractore* bilb and vou- 
chers 284—291 

Into treasuries. See Payments into 
Treasuries. 

Manner of — 148 — 150 , 

• Made on authority of pay order . . 152 

Omission of pies and annas in — 293 Rnltt t 

^ aiid2 

Petty sums should he paid in cash . 137 

Precautions against double — . . 2S95^ 548 

Procedure in payment of Contractors’ 

hilb 292—288 

Prompt record in Cash Book ^ . . 128 

To contractors and suppliers * . .280—299 

To contractors should generally he 
made by cheques . . 134 Rule 1, 148 

To labourers OT— 279 

To work-charged establbhmcnt . .300—306 


Payment on Account- 

Expression — de&ied . . . 49, 52 

Forms of bills . 284, 286—288, 291 


Pass Books (Savings Bank)— 

Custody of — 444 1 

Examination of — on inspection of 
Sub-Divisional offices . . 102 Rule 2 

Submission to Post Office for interest 
entries 444 Rule 1 

Pay ami AAowanees— 

Arrangements to prevent delays in 

payment 511, 512 

Bi^ of Direction and Special offices .530—533 
Cash drawn on bilb not to be mixed up 
with general cash .... 132, 509 
Gassiftcation of bilb . . . /504, 505 

Communication of sanctions to Audit .513—515 
Bbtri^tiott of — . . . . 508, 509 

tencashment of biUs . . 506, 507, 5W 

Form of bilb . ... . 501 

Preparation and classification of 

bilb 502,505,531,532 

Recoveries from establishment , . 510,533 

Scrutiny of bilb and claims by Divi- 
sional Accountant .... 545 

Watch over undbbursed amounts . 5W 

Work-charged establishments . .302—306 


Paymenis into Treasuries— 

Accounts classiticiition . . 488 

Account submitted to Audit , , 574 

Consolidated Treasury Receipt . . 558 

Entry in the Remittance Book . . 155 


Procedure for payment into a bank 155 Rule t 
SettlemBxt of account with treasuries .557—560 

Petty Works Requisition and Account- 

Form and use .... 278 (ll), 328 

Port Trust Bomb 443 

See also Deposits. 

Pori Trust Fund Works— * 

See Local Fund Works. 

Post Office Cash.Cartifieates ... 443 

See also Deposits. 

Post Office Savings Bank (Deposits) . 443,444 

See also Deposits. 

Wmsurg Unit of Appropiiation— 

Expression •— defini^ 


. 53,111 
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Paragraph 

Primary Unit o! Apijrapriation— 

R?»'!pc']'s’biIIty of Acconatant Tieneral 
for a-idit of expen'litare against — . 115 

Prison UiKtur 485 

F'q Forim Aecounts— 

Authorities compete at to pTesorihe 

forms 587 Rale 1 

Caaes in which necessary 93 (d), 389| 439, 587 
Oemetery Endowments . . . 592 

Irrigation works, etc. . . 93 (d), 589 

Receipts and ch^ges are obtained from 
general accounts ... 93 (d), 588 

Residenoea .... 93(d), 591 

Responsibility for compilation . 587 Rule % 

599--592 


Workshops, mannfaotories and similar 


yttuji-commorcial undertakings 

93(d), m, 
439, 599 

Pregress— 


Expression — defined] . 

Exhibition cd — in Work Abstracts 

. 54 

. 333,351 

. m 

PbsUngof — in Registers Walks 

Piwittriai — 


Expression — defined ' « , 

55,88,91 

PmUMial Qmmmfiit— 


Expression — defined • . 

. 58 


R 

Rate— 

Bspression — defined 

Paragraph. 

58 

Rate of Cost— 

Expression — defined 

59 

Re-appropriation— 

Egression — defined 

60 


Hay be authorised before the expiry 

of the year |13 

Procedure laid down 1 ^ Gtevemment 

concerned tiy 

Savings nnder Loss or Gain by Exchange 
not available for — , . . |2| 

Roooipis for Payments to Qoyernnmtt— 

Form and nse 144,145 

Reeeipis— 

Accounts procedure for receipt of 

laoney 144^145 

Appropriation of departmental — 
to expenditure prohibited , * 130 

Bisposal <rf cash — . , , , 147 

Payer ahoold be granted a receipt • 144 

Prompt record in Gash Book , , 144, 173 

Revenue and departmental — 

See Revenue Receipts. 

Records-- 

Beetrucfrion of — • • . . 598 


fWic Worts Aceoant Code- 


Amended and revised by Auditor ' 

Qeoerai Preface 

Authorittts competent io amend rules , Preface 
Bisot of treasury ordeis on the roles 
of— ...... 4 

Extent of applioaidoa in Boogid, Bihar 

ukdOriesa 7 

Bxtet cxf appBoation in Qovemors* 
'pmimm ..... 0, 7 

Extent of application to agenoy tran- 


laotaonsottoeUentmOovernmerit . { 

’issued by Auditor General under Statu- 
tory Boles ; 

liOcal Government may amend oerts^ 

•preface,! 

Fro^edttte for communicating sugges- 
tious for smendmentfi • . . Pre^ 

Bcopeof— .... PiWac&l 

WhoDy applicable to Administrations 
under w direct control of the Oentral 
Government S 

PaMe Works 0i0O8ii- 

Ste Deposits. • 


SkigpiS?AoSmts, 


Q 


Oi work doOe« Pbogeesa. 


57 


Recoverable Payment- 

Expression — defined . , * 0t 

Pariioulars to be noted on vonoheis 
and accounts .... 182, 275, 358 

Recoveries of ExpernTtfairo- 

Aoooants proownre .... 288 

Rules for dasaifioation in accounts are 
given in Statement E of App. 4 , 250 

Rectificaiioit of Aeeoanfs— 

See Corrections in Accounts. 

Rectiftcaiion ^ EfTen— 

See Corrections in Accounts. 


Rounds and Remissions— 

Accounts classification , . , 262 

Accounts procedure . . 2^ 283 , 265 548 

Original orders of court of law to refunds * 

should be submitted to Audit . f 574 R 6 fo 3 
PreoaTffcions in payment . . .T2^ 548 


. Booko— A 

onn and use 593— OTT 

ptwaace of aaspenso Accmiitt 
watereif ” — 

Fonnaaduse .... ^ 26^359 

g ilMer ot Dh Uml ActmMr$^AHM 

Focutenduse . , . . yOO 
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Faragrapt. 

R^;ister of Endowment Receipts— 

f onn and use of — ^5 • • • • App. 5 

R^lister of Interest-Bearing Securities— 

Form and use of — . . . , 456, 579 

Roister of Manufacture- 

Form of — 386 

Register of Miscellaneous Sanctioiw— 

Form and nse of — . . . . 550 

Register of Rents of Buildings and Lands— 

Form and upkeep . 257, 258, 268—270 

Local or Central audit . . . 577 


Paragraph. 

Relations with Audit— 

Disposal of documents communicatmg 
results of Audit . . . .106—108 

Duties Ad functions of Divisional 
Accountant and his relations with 
Divisional Officer — Set Divisional 
Accountant. 

Local audit of— 

Contractors' Ledger . , . 577 

Half-yearly Register of Stock . 584 Rule 1 

Register of Rents of Buildings and 

Lands 577 

Register of Tools and Plant . 584 Rule 1 

Maintenance of accounts ... 95 

Miscellaneous Ptetums, submission to 
Audit 564 


Revenue realised 

D f J 0^ Revenue 

R^StOT OTJ Receipts and recoveries on capital account 
Reooveries on RevenurA?(^nt 


Extracts submitted to Audit^ • • 574 

Form and upkeep { . . 264^267, 563 

Raster of Sanctions to Fixed Charges— 

Form and use of — * . . • 550 


Register of Stock Receipts and issues ISO, 183—185 

Register o^ools and Haiit— 

Cosing ofk— 2" 

Form andjposting of — . • • 221, 222 

Lo^ audit or submission to audit . 584 

Reconciliation . . . • • ; 224 

Roister oftTransfers awaited— 

Form and use of —2 . . . • 125 


Roister of Works— , . , . . 

Additional chatrges for materials issued 
to contractorsj . . • • 

Gosing entries and review of expendi- 
ture f * 

Closing of annual maintenance works . 

CloSng the account of contractors and 
labourers . ■ 346, 348, ^8 

Gosing the account of materials . . 359 

Gosing the accounts on completion of 


360 

362 

361 


Completion Reports and Statements 
Excesses over estimates^ ^ - - 

* Execsses passed by Divisional Officer 
Examination by Divisional Officer 
Forms and preparation 
Itother charges prohibited on comple 
tion of works 
Posting of t— • 

Review of unsettled accounts 
Settlement of liabilities on completion 
of works] 

Worib Slips 


357—364 

364 

363,364 

363 

354,355 


357 

355,356 


358-361 
356 


Responsibilities of Divisional Officer 
in regard to accounts and dispwal of 
audit objections, etc. See Divisional 
Officer. 

Submission of accounts to Audit 96, 574^-584, 

587—592 

Remissions— 

See Refunds and Remissions. 

Remittance Transactions— 

Accounts procedure . . . .489 — 500 

Adjustment in e^ounts . . . 489 

Adjustment of establishment and 
contingent charges connected with 
ac(|msition of land . . 273 Rule % 483* 

Cash recoveries and payments for other 
divisions, departments, etc. . • 488 

Charges for prison labour . . . 485 

Cheques drawn on treasoiies, dassi- 

doation 488* 

Cheques drawn on treasuries, settle- 
ment of account . . . .557—560 

Cost of land acquired . . . 483 

Examination and adjustment of trans- 
fers ad^'is€d by Accountant General 497 

General rules 482—488 

Payments into treasuries — 

Accounts, classification . . . 488 

Settlement of account . , .557—560 

Procedure for ticanefer of charges for 

work dose 494. 

Procedure for advices and acoeptabces of 
transfer debits or credits . .485—500 

Prompt settlement of — . . . 681 

Provisional acceptance of transfer , 491,500 
Railway debits for warrants and credit 
notes require prompt acceptance 491 Rule 1 
Rents of buildings and lands . ; 4M 

Responding transfer adjusted on receipt 
of intixnation of original debit or 
credits, Exceptions . . . 490^ 

Responsibility of Divisional Accountant 500 

Responsibilities of responding office . 491 

Services rendered or articles supplied . 482^487 

! Transfers Gd\^sed should be accepted in 

[full 491 


' AireSiis in accounts - . - * jjJ 

Audit inspections . , • • • J” 

Oommunicatiou of sanctions to Audit . 105, 103 


Transfer advised should be supj^rted 
vouchers or certificate of audit 
Transfers of lands buildings . 


492 

460,486 
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Paragraph. 

RarittewTranacfioni-eij/iii. 

Transfer of works free of charge to local 
bodies docs not necessitate adjust- 
ment in accounts . . : . . * 

Transfers not pertaining to the division 
may be rejected * / . . * 

Wort done for other divisions and 
departments—'* 

Respond bility forexcess overestimate 
and appropriation 

Procedure for adjustment of transfer 
Schedule of Works Expenditure 
for — ..... 

Submission of accounts to Audit 


460 

491 


494 

494 

565 

494 


^imittonce Transfer Receipts . 

RiffllttancesfeTreasaHes— 

See Payments into Treasuries. 


149, 506| 511 


Paragraph. 

Residences— conid. 

Register of rente . . . .268 — 2T0 

Bent due from date of occupation 591 Rule 3 
Bents from private persons should he 
recovered in advance . . . 253 

Bents of hired — , chargeable to P.W.D. 484 
Schedule of rents .... 577 


Resource Estimate- 

Form and use . 


135 


Bents— 

Amount of — specified by Divisional 
Officer should be recovered in fuU 256 Rule 1 
Assejameni and revision of — . 591 Rtifes ] 

BiDsfor— . . . . .256,256 

Changes in emolumenis of tenants 
necessitate revision of rate of — 
recoverable .... 256 Rale 2 

Debits for — realised, raised in anti- 
cipation of credits . . . 490 Rule 1 

Demand of — on vacation of quarters . 260 

3U>cal and Central audit of — . . 577 

Of hired non-residential buildings and 
Uni, payable by departments con- 
cerned / 484 

Of hired residences is chargeable to 

P. W. D 484 

ProoedBre for recovery of — ^ from 
Cbveramont servants aud pensioners 254 — 261 
ftecowies — by treasuries of the 
province adjusted In aooounte of the 
Addit office . . . . . 257 

Recovery fro* pensionere - . . 259 

Recovery of — , made in advance from 
private penjons .... 253 

Begiitem of — , Form and upheep .288—270 

Representations agaiast assessment . 261 

Sch'^dnle of — 577 

$cs Residences. 

Ri^trtofVftHttiuklVarlflcatioitef utmtA 

iwiiiniii— 

Form and uifl of — . . . .322—326 


Results of audit— 

Audit objections raised by Divisional 
Accountant ..... 
Communicated in the form of Audit 
Notes, Objection Statements, Inspec- 
tion Reports, letters or memoranda . 1 06 

Disposal of — 106, 107 

Replies should he based on Divisional 
Officer’s own knowledge . 

Responsibility for clearing objections . 

Besnlts of Divisional Accountant’s 
scrutiny of sub-divisional accounts 
and vouchers .... 
Suggestions to obviate the i^ue of un- 
necessary audit objections 


Ruaftfftd 5u6|fds — 

Eaqwpswou — defined 


62,88,91 


Additions, alterations, jn?o\d!4k)a of 
furmture and in^Udatiou^ necessitate 
revision of font ... 691 Rules 

All — slionid be entered in the Register 
of Rents of Bmldiu^ and Lands . 26B, 691 
Procedare for realisation of mnia .21^—261 
F/o or Capital and Revenue 

Aeemte of BidSdijaga . 63(i)» 691 


100 


106 

108 


556 

109 


252 

263 

251 


Revenue Receipts— 

Accounts, classification , . 248, 250, 262 

Accounts classification of refunds and 
remissions ..... 262 

Cases in which — should be recorded by 
works ..... 93(4), 264 

Credited in accounts on realisation. 

Exceptions 251 

Procedure for demands and recoveries 
of rente of buildings and lands .253 — 261 
Procedure for irrigatiou revenue collect- 
ed in Civil Department . 

Procedure for refunds and remissions . 

Recovery of debts due should receive 
special attention .... 

Registers of rents . . . .268—270 

Registers of Revenue . . .264—267 

Responsibilities of departmental officers 
for — . 

Rules for assessment, lealisatioa and 
account procedure prescribed locally. 248, 249 

Review— 

Of Contractors* Ledger , , . 377, 580 

Of Deposit Register .... 580 

Of Ex|>enditure against appropriations 123 
Of lleasuremeuts .... 283 

Of Register of Cheque and Receipt 
Book ...... 595 

Of Register of Stock . . . , 205 

Of Registers of Works , . 356^ 362, 589 

Of Rent Registers .... 580 

Of Suspense Accounts . - , 580 

Of Tools and Plant Aocountfl , . 218 

Of Unsettled Accounte . . . S8D, 581 

Of Works Abstracts .... 353, 580 

Of Workshop Annual Accounts . , 440 

Of Yonebera , , . . . 578 
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INDEX. 


Paragraph. 


Road Metal-- 

Accounts olassihcation . . . 174 

Accounts classification of charges for 

quarries 239 

Accounts of — . . . . . 235| 236 

Corrections in accounts . . - 237 

Payment for supplies .... 235 

Prompt record of transactions . . 173 

Schedule of Bates for — . . . 236 

Statement of Receipts, Issues and 
Balances of — Form . . . 235, 236 

Verification of — . . . 236, 237 


Road Metal Rate Book— 

Form and use of — . . . . 238 

Running Account- 

Expression — defined ... 63 

Forms of Bills . . . 284, 286—288 

Running Account Bills— 

Forms and use . * . . .284^298 


8 

Sale Account— 

For Stock sold . , . ♦ 196(8) 

For Tools and Plant sold . . 229 Rule 1 

Sanctions and Orders— 

Carriage, handling, etc., charges for 
stock. Audit of — . 567 Role 1 

Communicatiou to Audit— 

DiTisioiiaJ Officers sanctions to excess 
expenditure . . . • 199 

Divisional Officers sanctions . 105 Rule 1 

Procedure is settled locally • . 105 

Sanctions affecting gazetted officers . 513 

Sanctions affecting non-gazetted 

officers 513 

•Sanctions to contracts . 105 Rule 2 

Sanctions to creation or abolition of 

posts 51^ 

Sanctions to scales . . . - 514 

Transfers of divieioual, sub-divitional 
or other executive charges . . 515 

<jbmpliance with orders in force • • 100 

JTeoessity of saacticaot before incurring 
expenditure . . . • 110 

Procedure in respect of — affecting two 
or more disbursing officers . . 551 

Scrutiny by Divisicmal Accountant . tOO 

Should "be recorded in suitable registers 560 

Schedule Dockets— , . 

Audit by Divisional Accountant . 561 Rule 1 

For percentage recoveries , . . 562 

Form 561,562 

•Transactionfl for which necessary - 581 

Prepaption cff — . . ' • - 561, 5K 

Submission to Audit .... 5f4 

Tacking of vouchers . . • 574 (15), 576 


Paragraph. 

Schedule of Debits or Crodiis te Mlscdia- 
neous Heads of Account- 

Form and use of — . . 663,564 

Submission to Audit .... 574 

Schedule of Debits or Credits to Remittances— 

Form and use of — . . . . 663, 564 

Submission to Audit .... 674 

Schedule of Debits to Stock- 

Form and use of — .... 561, 667 

Submission to Audit .... 574 

Schedule of Deposits— 

For March should be accompanied by 
an Account of Interest-Bearing 

Securities 579 

Form and use of — . . . 454, 4W 

Submission to Audit .... CT 4 

Schedule of Deposit Works- 
Form and use of — . 463,465,563-565 

Submission to Audit .... 574 

Schedule of London Stores— 

Form and use of — . . 417-42^563 

Submission to Audit .... 574 

Schedule of Misceflai»oiis P. W. Advancet-^ 

Form and use of — .... 574 

Schedule of Montttiy MOrnm wRh 
Treasuries— 

Form and use of — . . . , 559 

Schedule of Purchases .... 574 

Schedule of Rates— 

For Road Metal .... 238 

For works 366 

Schedule of Rents of Buildings and Lands— 

Form and use of — . - . . 577 

Schedule of Takaw' Worto— 

, Form and nee of — - . 477—479, 563, 566 

Submission to Audit .... 574 

Schedule id Works Expeudifuiv 
Form and use of — . . . , 561, 565 

Submission to Audit . . 565Rute3,574 

Secondary Unit of Appropriatm— 

Expression — defined . . . 64, 111 

Sectional Officer- 

Date of cloemg of stock accounts 
of- . . . 53Bltale2 

Expression — defined ... 65 

May be authorised to record coDectively 
once a month the issues of petty 

stores 185 

May issue stores without Indente • 18f 
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Secund Advance— 

Expression — defined 
Form of bill 

Posting in works abstract 
Procedure 

Secmiiy DepasHs— 

See Deposits. 

Service Head- 

Expression — defined 


Paragraph. 


284,287 

343 

298 


86 Rule 1 


Soil — 

Charges for examination of — , treated 
as works outlay .... 380 

Special Ofilce— 

Expression — defined ... 67 

See also Direction and Special ofi&ces. 

Spedal OfitceiHI 

Expression — defined 
See o2so Direction and Spedial oHoes. 

Sfandtfd Mearanamt Bocks 

Kalenient of Receipli, Issues and Bdauces 
ofRoadMeiat- 

Form and use of — . . . 235, 236, 542 


SiaUmerJ cf Rents recovered from pay 


Form and nee of — .... 

Stock (SiisponseH 

See ^^nse Accoonte. 

Stock Accounto— 

Aoccnnts kept by objects of expendi> 


256 


iuio 

Aluitoaei of Beodpto and Iseaes— 
Worn end poet&g ol quantlttos 
BubodssloO to divfkio^ oBiob . 
Vaination . . . . 

Authority for receipt of stock 
Carriage and incid^tal charges . 


199,567 


.186-188 
641 

.m-w 

17» 

198,379,567 

Ruiel 

Cases in which purchases of materials 
are chargeabie to Stock ... 174 

CmtediotDs in accotmis . 190^ 212—^6 

Pateof ckiine / , . . . sag,* 543 

Devetindon cf aatangements for k^ping 

Sto* 177 

Form 568 

Iti^dtlooia acHuetmenta in prohibited 173 

Half-yearly manee Betam— 

Form and maintenance ... 189 

Hecondhation with Beghter of Stock 281 

Submhsian to divisional ofiSce . . d42 

Indents— 

Form preparation and examination .181—183 
Jsanea— 

Authority of the DiTimenal or Sub- 
divisic^ Oifioer required. Excep- 
tions tsi 


Paragraph. 

Stock Accounts— ccmiCd. 

Issues— coTzfd. 

Entry in the Register of Stock Issues . 184,186 
Indents. Preparation and examina- 
tion 181—183 

Issue Rates — See Issue Rates, 

Mode of recovery . . . . 196 

Monthly Abstracts of quantities . 186—1 88 
Prompt record of transactions, excep- 
tions 173,185 

Purposes explained ... 181 

Recovery-of supervision charges . 196 

Responsibility for recovery of value 
and clearance of outstandings . 196 

Ledgers— 

Form and maintenance . . . 207 

Maintenance of — in sub-divisional and 
divisional offices . . . , 178 

Receipts— 

Procedure on taking delivery . . 180 

Monthly abstracts of quantities . 186—1 88 
Payments for supplies . . . 191,192 

Should he entered in the register of 
Stock Receipts .... 

Should be lecurded in Meaauiement 
Book ..... 

Sources described . , , , 

Supplieis to be given acknowledg- 
ments 

Register of Stock- 
Form and maintenance • 

Local audit .... 

Review 

Submission to Audit 
Register of Stock Issues — 

Form and mainteuance . 

Prompt record o^^transactions. Ex- 
ceptions .... 

Register of Stock Receipts— 

Entry on receipt of materials . 

Form 

Eespousibality for malntaming correct 

accounts 172, 173 

Eeeponaibiiity of Divisioinid Officer . - 171 

Sale Account * , , . . 196 

Sc^dukdlDeM^ to Stock • • ^ 

Separate account for stock under the 
charge of Divisional Officer . . 179 

Stock Account 568 

.Stock taking procedure . .208-^211 

Suppliers’ bill^ | 

Examination and preparation 191, 292—295 
Va luation, procedure . • . .197—199 

^k-iaking— 

Materials charged to works 
EoadMetaf f . 

Stock materials 
Tools and Plant 

8tiMtoisM»iai Accottnto— | 

Cash Balance Report .... 539 

Closing of cash and stoxes accounts . • 536 

Incorporation of — in monthly accounts ^ 

of the division .... 545 

Miscellaneous accounts returns . • 542 


186 

186 

1179 

186 


.280-206 
584 Rule 1 
285 


183.184 

173.185 

{180 
180 


.32St-325 
. 236,237 
.268-211 
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Paragraph. 

Sub-dmsional Accounts— confd. 

8 

Scrutiny of — by Divisional Accountant 546 — 550 

Submission of copies of Cash Book to 

divisional ofSce 

540 

Submission of months accounts 

to 

divisional office 

. 540,541 

Upkeep of initial accounts . 

537 

8uh-divisional Officer— 


Expression — definedj 

60 

SulHhead(s)— 


Expression — defined 

70 

Determination of — in accounts 

of 

works 

.330—340 

8ub-worfc(s)— 


Expression — defined] 

. 71 

Works Abstracts for — . 

329, 332 

Supervision Charges— 3 


Expression — defined * 

72 

Recovery of — .... 

. 196(c) 

Supplementary Aceounte— 


Date of submission . 

583 

Definition and preparation of — . 

582 

Preparation and submission to Audit 

.582,583 

Supplies and Services— 


Examples .... 

518 

Form of bill .... 

52! 

Survey Report of Sfofes— 


Formaaduseof— . • 213,234,235,237 

Suspense Accounts— 


Accounts classification 

397 

Appropriations intended for net expen- 

diiure . . .110(a) Rule 1, 124(b) 

Expression — defined 

73 

London Stores— 


Additional charges leviable 

421 

Balances 

. 422, 423 

Classification of indents for stores 

425 

Credits , 

418 

Debits . 

419 

Form of account , 

424 

• Indian charges 

420 

•Objects of the account . 

417 

Miscellaneous P. W. Advances—. 


Classes defined . . « 

. 408,413 

Clearance .... 

415 

Form of account . 

416 

Restrictions .... 

414 

Purchases—; 


Credits ..... 

398 

Debits ..... 

400 

Form of accounts . 

402 

Unclaimed balances 

401 

Valuation .... 

399 

Sto<*— 


Account ; when necessary 

403 

Debits and credits . 



Paragraph. 

ispense Accounts— 

Stock — oonid. 

Form of general acconnt . » , 407 

Limit for reserve — . . . 404 

Sub‘heads 400 

Subsidiary accounts . . Gtiap. VII 

Subordinate to accounts of works— 

Classes . . . . ' . « 340 

“ Contractors ” — 

Adjustment of balances due to or 
by contractors 

Advances on security of mateiiaJs 
Advances payments • 

Other Transactions . . , 343» 

“ Lahonrers ” Account. . 344, 

Materials Account . . . 341y 

Unpaid balanoas due to oonla^ 
tors and labourers . . .344— 

Watch over balances of contractors 
and labourers .... 
Workshop Suspense- 

Credits 427, 

Debits 

Form of account 


. 402,«l7,4i6; 


Suspense R^;isfer . 


Main features esqpilained 
See dso Accounts. 


Accounts classifioatiUm . . . 477, 

Aooounts prooedure . . 470—480^5^ 

Caiosing of accounts . 

Cost may be recovered in advance or 
in arrears . . * . 

Procedure for recovery through Civil 

Department 

Provision of funds . • , . 

Schedule of Takavi Works . . 477, $33, 

Technical Sanetioa— 

Expression — defined , . . , 

Temporary Advance Aficenni . 

Tents— (Carriage of .... 

Traasactioiis wHh oilier IHvisioiis^ De- 
matmeats and Govemmeiris — See 

Bemittanoe Transactions. 

Tools and Piaiif— 

Accounts classification of traosaotians 174, 

Accounts of Issues of Tools and plant — 
Form and upkeep . . ^ . 

Submission to Audit 
Submission to divisional oJBoe . 

Aooounhs of BeoeiptB of Took and Plant- 
Form and postt^ . ... 

Submissioii to Amdit . 

Submission to divisional ofSce . 
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INDEX. 


and 

Conections in accounts 


Paragraph. 

.233,234 


Plt>oeduie and posting in Account of 
Issues of — .... S20 

Dent or sent out for repairs— 

Acknowledgments .... 220 

Posting in Account of Issues of 
Tools and Plant ... 220 Rule 1 

Posting in Account of Receipts of 
Tools and Plant ... 210 Rule 2 

Posting in Register of — . . 222(c) 

Numerical account kept both for ordi- 

and special tools and |d&nt 2f 7, 273 Rule 1 
Ordinary — defined ... 

Payments foi supplies 
Prompt record of transactions in 
aecounts .... 

Eeccipts— 

Aelmowlcdgmenis to suppliers 
Esomnuiation count . 

Fcaiting in the Aoeount of Beceipts 

of — 

Becoreries and Adjustments— 

Hire, etc 

Carnage chargfefc of tents 
S&kn uad traiuifers . 

Cst' on trorktt 
Register of— 

Closing 

Form and ]josting . 

Recomdiation of diT:.sicEaI and 
jiUb-divji,ioziai registers . . 224 

Submission to Audit . . . 584 

RcTiew of atcouiits of — . . . 218 

Special tools and plant and kilns for 
manufactures. Accounts classifica- 
tion 389 

Special — defined 216 

Special sanctions to . . , 216 

Stock-taking ..... 232 

Verification 232 


216 

225 

173 

219 
219 

219 

227 

m 

229-231 

226 

223 

221,222 


Trawler Enfnr— 

How refilled 246, 247 

Besponsibility of Dividonal 0£&cer , 244 

Should be supported 1^ an order of 
DiTiuoail or Sub-divisional Officer .242—244, 

247 

I^Kmld eet forth exidanation for correc- 


tion or adjustittent . 
Bnbmisadon to Audit . 
When neoewaty . 


inBMWr BWPjf wWit*" 
Fonn and upkeep 
Date of ckning . 


245 

• . * 576 

159,190(5), 241, 585 


24^247 

644 


Ttmler Rntpy 0rieK9— 

Form and use 242—247 

Posting into Schedule Dockets . . 561 

Posting into Register and Schedules . 563 


Transfer of Charge- 

Divisional Accountant 
Divisional, sub-divisional or other 
executive charges .... 


Paragraph. 

596 ! 

515 


Transferred Subjects— 

Expression — defined . , 75, 88, 9f 

Transfer Transactions— 

see Remittance Transactions. 

Travelling AHowance Bills— 

See Pay and Allowances, 

Treasury Pass Book .... 55$ 

Treasury Orters— 

Effect of — on the rules of the Public 
Works Account Code ... 4 

Scope of — 4 

Subaidiaty rules framed by the local 
Government 5 

Treasury Remittance Book ... 155 


Unit of Appropriaifoii— 

Expression — defined . . .76,111 


Voted— 

Expression — defined , . 77, 99 

Vouchers— 

Acknowledgments on — . 153, 154 (a), 296 

Clieck by Divisional Accountant 546—548, 555 
Comparison with Cash Book . 160 Rule 1 

Examination of Bills and precau- 
tions .... 191, 292—295, 

548 

For liabilities incurred on behalf of 

contractors 350- 

General rules for preparation and 
completion . . 151—154, 276—305 

Particulars of classification , 154 (b),*275* 

152 
151 
561 
563 
578 
576 


Pay Order on — 

Payments should be supported by — 
Posting into schedule dockets 
Posting into Registers and Schedules 
Review of — by Divisional Officer 
Submission to Audit . 

Works — Form, preparation, exami- 
nation and payment 


W 


Watchifie uf Actuals— 

Procedure 


.284-298 


.122—125 



Paragraph. 

Water Courses— 

Accounts Rules 

481 

Expression — defined 

78 

Work-charged Establishihent— 

Classification of charges 

306 

Conditions of employment . 

. 300. 301 

Pay bills .... 

. 302, 303 

Travelling expenses . 

305 

Unpaid wages . 

304 


‘Work done for other divisions, Depart- 
ments, etc. 

^ee Remittance Transactions. 


Works- 

Expression — defined ... 79 

Works Abstract 328-353 

Additional charges for , materials 
issued to contractors . . . 337 

Check and completion in divisional 

office 352 

Classification and record of final 
charges— 

lljajor Estimates . . . .330—338 

Minor Estimates .... 339 

Closing of contractors’ accounts . . 347 

Examination by Divisional Officer . 353 

Eorm for Major Estimates .... 328 
Form for Minor Estimates . . . 328 

Eorm for Petty Works . . . 328 

Kept for each working estimate and sub- 
work or portions thereof . . . 329, 332 

Liabilities not incorporated. Excep- 
tions .349—350 

3iaterials account . 334^ 335, 339, 341, 345 

Parts of works pulled down or rebuilt . 336 

Percentage charges for establishment, 
etc,, are not included in — . 328 Rula 1 

Petty Works Requisition and Account 328 
Preparation, completion and disposal . 352, 353 
Receipts and recoveries of expenditure 338 
Record of progress .... 333, 351 
Sub-heads, how determined . .330 — 339 

Sub-heads, may be assigned numbers 330 Rule 1 
Suspense Accounts « < • • ,-340 — ^348 

•Unpaid wages of labourers on comple- 
tion of worts .... 346 

Watch over contra»ctors’ and labourera* 
balances , , . . . 348 

Werks Accounts— 

Accounts returns of Sub-divisional 
officers ..... .539 — 542 

Adjustments . . . . . 327 

Cash payments . . . , - .276 — 306 

Olasses of works executed by the 

P. W. D 81 

Oloamg the accounts on completion of | 

works ..... .357-364 

Corrections of errors after closing 
accounts ..... 385 1 

Contractors’ Ledger^ ; 

See Contractors’ Ledger. 


Paragraph. 

Works Accounts— 

Disposal of surplus materials . . 315, il 2 l 

Forms of bills and vouchers . .284—298 

Greneral principles regarding — . .271 — 275 

Include the cost of land . 273 RiRe 2, 483 

Issue of materials — 

Direct to works— 

See Materials Account. 

To Contractors — 

See Contractors. 

Materials Account — 

See Materials Account. 

Measurements for work done or supplies 
received . . . .280—283 

See also Measurement Books. 

Object of keeping account by sub-heads 272 
Payments to contractors and suppliers 280—299 
Payment to labourers. . . .277—219 

Payments to work charged establish- 
ment .300—308 

Register of works— 

See Register of Works. 

Re-opening of aooonnts . . . 3®5 

Review of unsettled accounts . . 580 

Schedule Dockets — 

See Schedule dockets. 

Schedule of Rates .... 366 

Schedules of Deposit works and Takavi 

works 808 

Schedule of Works Expenditure- 
Forms and preparation . . . 8 ^ 

Submission to Andit . . . 874 

Special procedure for non-Govenmient 
Works— 

SecliNon-Govemmenfc Wori®. 

Suspense Accounts 3407 - 34 ^ 358--360 

Transactions adjusted finally in the 
accounts of Divisional Officer Ex- 
ceptions 82 

Transfer of works free of cost to loo^ 
bodies does not necessitate adjust- 
ment in accounts .... 468 

Works Abstracts — See Works Abstrap<^. 


Works ExpemStare airi Worte Ootlasf— 

Expressions — defined 


Workshop accoBitte— 

Accounts of commercial undertakings 
are prescribed loeaUy . • • 

Anunfti proJortnH account. Prepaisafcion 


and review . . - - 431 

ApplicaWe to larger shops - 
CSja^cation of taraawactions 
Direct and indirect charges / . 
Direct charges on jobs 
Estimates & jobs . . . 

Form of aooounts is prescribed locally 
Ladiieot charges are prescribed locally 
Indirect charges enumerated 


439,4401590 

431 
m--43S 
.433-438 

435 

432 

lly . 431 

Jly. 43T 

. 43(7 


INDEX 


Workshop sccottitis-^n((7. 

Indirect cb&rges os jobs 
Indirect chargcfs, revision of 
Jobs*" 

Direct chargea 
Dstm&te of cost . 
Executed in small shops . 
Indirect charges , 
Set^ment of accoimt . 


Paragraph, 


. 437,438 
440 

435 
432 
430 
. 437,438 


Workshop momit-eoncld. IE 

Jobs executed in small shops, account- 
ed for as works or manufactures , 430 


lamit of the cost of a job 


432 


Workshop (Suspense)-- 

8ee Suspense Accounts, 


Works Sro) 


358 


Serial number of 
correction. 


215 


Note of Posting of Corrections. 



Date of posting. 








oorreotion. 


216 


Note of Posting of Oorr&Aions — contd. 



Hule affeotod. 


Serial number of 
correction. 


217 


Note of IPosting of Corrections— coriiA. 



Rule affected. 



Sorial itiiinbejr of 
oorreofcion. 



Btil© affected. 












Serial nmnbor of 
oorrootion. 


219 



of 











